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CMS XLC Introduction

1. Introduction

The basic purpose of this document is to provide instructions to plan users to submit retroactive
processing transmission documents to Retroactive Processing Contractor (RPC — Reed and
Associates). This document provides step by step instructions along with screen shots on how
to submit a package, upload supporting document, view documents sent by RPC, update a
package, search for package and documents etc.,

2. Overview

The Electronic Retroactive Processing Transmission (eRPT) application is a web-based
application designed to facilitate and manage the electronic submission, workflow processing
and storage of documentation associated with retroactive enroliment change requests from
Medicare Advantage Organizations (MAOs), Medicare Advantage Prescription Drug Plans (MA-
PDs), Cost Plans, Program of All Inclusive Care for the Elderly (PACE), Medicare-Medicaid
Plans (MMPs) and Prescription Drug Plans (PDPs). The retroactive change requests include but
are not limited to: enrollments, disenrollment, reinstatements, Plan Benefit Package (PBP)
changes, Plan Segment changes, State County Code changes (SCC), Low Income Subsidy
(LIS), Medicaid and End Stage Renal Disease (ESRD)) submitted by plan/sponsors or a
designated submitting organization to the Retroactive Processing Contractor (RPC).

The plan users will be able to view response documents and EDV Review Packages submitted
by RPC via eRPT. The plan users will also have access to respond to EDV review packages by
uploading supporting documents in the eRPT application.

2.1 Project Diagrams

The following diagram depicts high level business process diagram.
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211  eRPT Implementation High-Level Business Process Diagram

Figure 1: eRPT High-Level Business Process
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Table 1: eRPT High Level Business Process Event Description

Events Description

1. Plan Representative will submit the Package using the user interface. The eRPT
application will capture the time when the Package is submitted. The eRPT user
interface will also display a message to the submitter if the document is uploaded
successfully. If there is any error during the upload, the user will be notified in the
user interface. The user interface will also display the number of documents that
were uploaded in the display message.

2. Packages are retrieved from the eRPT application by the RPC at a defined interval.
Based on the requests received by the RPC system eRPT application will send
necessary response. RPC contractor can continue with their process after a
Package is retrieved from the eRPT application to review all the documents and
provide the required Response Documents (FDR, Error Reports etc.).

Note: For Category 3 and Special Submission Package, the approver will need to
approve the package before it gets available to RPC.

2.a Once the Package is retrieved by RPC, a notification is sent out to the Package
submitter.
3. RPC can now upload the Package into to the RPC system, work on the Package

and send the necessary response for the Package back to the eRPT application.

3.a Once a response document is added by RPC to a Package a notification is created
and sent out to the respective Plan User.

Note: The dotted line in the eRPT Implementation Process diagram refers to the instance when
a notification message will be sent to the respective user within the eRPT application.

Please review Appendix A for user rights to the user interface for the eRPT application.

2.2 Conventions

This document provides screen prints and corresponding narrative to describe how to use
eRPT.

When an action is required on the part of the reader, it is indicated by a line beginning with the
word “Action:” For example:

Action: Click on OK.

Fields or buttons to be acted upon are indicated in bold italics in the Action statement; links to
be acted upon are indicated as links in underlined blue text in the Action statement.

Note: The term ‘user’ is used throughout this document to refer to a person who requires and/or
has acquired access to the eRPT application.

2.3 Cautions & Warnings

None
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3. Getting Started

The following provides an overview of how to access the system and navigate through
the system.

3.1 Set-up Considerations

CMS screens are designed to be viewed at a minimum screen resolution of 800 x 600. To
optimize your access to eRPT:

1) Please disable pop-up blockers prior to attempting access to eRPT.
Use Internet Explorer, version 7.0 or higher.

3.2 User Access Considerations
There are three user groups for the eRPT application.
1 The first group of users is the Plans. Plans will utilize their Individuals Authorized
Access to the CMS Computer Services (IACS) ID (7 digit CMS User Id) to access the system
through the Internet website provided.
2 The second and third group of users is the CMS Central Office and the Regional Office

Account Managers. This group should utilize their EUA ID to access the eRPT application
through the Internet or Intranet website provided.

3.3 Accessing the System

The Plans will have access to the eRPT application if they currently have access to the following
roles:

e MAMA Submitter
¢ MAMA Representative
¢ MAMA Updater
e MMP User
o MCO Representative
e MAMA EPOC
o NET Representative
e Net Submitter
If they do not have access, they will need to request access by going into IACS and will need to

select anyone of the role specified above. A user with access to more than one role specified
above will also be able to access the eRPT application.

10
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1 The eRPT application can be accessed using the following URL:

https://erpt.cms.hhs.gov/erpt/

2 Upon accessing the above mentioned URL, the following login screen will be displayed:

Figure 2: Terms and Conditions

/” IACS Yieb Access Hanagement (Login) - Windows Internet Explorer

@"vé_ s custest v etficateBre | B 4 X P
Fe Edt Yew Favortes Toos Heb

x Google v Y seach - were» sph |
s 5 B + E)05-Dev v ) S Develprert -Flsit + €] W5 ProdeClent . erac-prod € MEDeClent-LognPage £ .

(A5 Wb s Managemet Logi) B-8 o v R Sefeye Toise @)

) www.hhs.gov

Terms and Conditions

You are aocessing a U.S. Government information system, which includes (1) this comguter, (2) this computer network, (3) all computers connecled to this network, and (4) all desices and storage media attached to this network or fo 3 computer on this network. This informafion system is provided
for U.S. Government-authorized use only.

Unauthorized or improper use of this system may resultin disciplinary acion, as well as ciil and criminal penalties.

By using this information system, y and consent: following
You have no reasonable expectation of privacy regarding any communicafions or data transifing or stored on this informasion system
At any fime, and for any lawful Government purpose, the govemment may manitor, intercept and search and seize any communication or data transifing or stored on this information system.

Any communication or data fransiling or stored on this information system may be disclosed or used for any lawful Govemment purpase

To continue. you must accept the feams and condiions.

ou dedline, your fogin will automatically be cancelied

3 Please read the Terms and Conditions.

4 Action: Select | Accept button. The following screen will display:

11
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Figure 3: Login

ent (Login) - Windows Internet Explorer

G- le v cstest. ¥ ¥ Cortfcare Brrar | 1| ¢ | X o -

fle Edt  Vew Favorites Tods Help

x Google o[ seach - e Sonin A -

o Favorites - 2 ~ L CMS-Dev ~ () CMS Development - Fiefiet ~ | CMSProdeClent # erac-prod £ | NGD eClent - Login Page £

{8 1ACS Wieb access Mansgement (Logh) fi~ 0 3 # - pawe- Sfety- Tok- @-
U.5. Department of Health & Human Services £ www.hhs.gov

n

M Centers for Medicare & Medicaid Services

Individu horized Access to the CMS Computer Services (1

This server uses Data Store Authentication

Supporting: CARE; PORTAL; DMEPOS System (Dbids); EHRD; HETS UL, HPG; MARX External Common Ul; MARX Integrated UL System Tracking for Audit Provider Statistical  IPC; OnePt; PECK 3 g ; ReMAS.
The Federal Information Security Management Act (FISMA) of 2002 requires that the local system used to access CMS Computer Systems has up-to-date operaling system patches and is funning antiirus software.
You must have an IACS User ID and Password to login to the Communities and Applications listed above. If this is your first time logging in, please use the User ID and the one-time password that was emailed to you by IACS.

Effective September 29, 2006, your password will be set to expire every sixty days. In the event your password does expire, you will be prompted to change your password Hf you cannot remember your User ID or Password. you may recover them by selecting the *Forgat Your
User ID" or “Forgot Your Password buttons. i you are a new registrant, select the “New User Registration” link

To change your password, first login and then select "Change Password”

B selectng Login,the user s coniming tat hey have read and accepted the IACS Terms and Condions

Hew User? Select this fink: New User R

User Name: I

Password

(n) (e ) (e )

o |
5 The user can enter his 7-digit IACS ID and password to login to the eRPT application.

6 Action: Select Log In button.
7 If the wrong credentials are entered the following screen will be displayed.

Figure 4: Incorrect Login

-~ IACS Web Access Management (Authentication Failed) - Windows Internet Explorer
p—
@ o LE z cms.cmstest

Ei!e Edit View Favorites Tools Help

x Google ‘ v 1 *8 search ~ |- More »

i Favorites | 5% ] Suggested v [)CMS-Dev v ) CMS Development - Filehet » & | CMS Prod eClient & | erac - prod € | NGD eClient - Login Page £ |

@ 1ACS Web Access Management (Authentication Failed)

U.S. Department of Health & Hu Services

7S,

Centers for Medicare & Medicaid Services

rized Access to the CMS Computer Services (IACS)

Your user ID or password was incorrect. Please try again.

12
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8 On successful login the Plan user will see the eRPT landing page.

Figure 5: Successful Login - Action List

Croate Package

Actions

Date Received Messago
11142013 11:03.02 There is an EDV - MARX_UI request RV 1114201300059 from RPC
11-14-2013 12.04:30 There is an EDV - E&D request RVW 1114201300060 from RPC.
0 12:20-2013 160721 There is FOR(s) uploaded by RPC for Package SUB1220201300004
11152013 16:05.28 Package SUB1115201300225 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information
11-18-2013 09.4025 Package SUB1118201300227 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information
0 11-18-2013 115328 RPC successfully downloaded the package SUB1111201300159
11-18-2013 11:5527 RPC successfully downloaded the package SUB1118201300230
11-19-2013 11:07:06 There is an Error Report uploadad by RPC for Package SUB1118201300231
0 11-19:2013 11:1821 RPC successfully downloaded the package SUB1104201300137
1 11192013 1111822 There is FDR(s) uploaded by RPC for Package SUB1104201300137
11-19-2013 11:1823 There is an Error Report uploaded by RPC for Package SUB1104201300137.
O 11212013 1012116 RPC successfully downloaded the package SUB1121201300233
0 1212013 10:12:19 There is FDR(s) uploaded by RPC for Package SUB1121201300233
11212013 10:1220 There is an Error Report uploadad by RPC for Package SUB1121201300233
1 11-21-201310:30.27 RPC successfully downloaded the package SUB1121201300234
O 11212013 10:3028 There is FDR(s) uploaded by RPC for Package SUB1121201300234
11-21-2013 10:3029 There is an Error Report uploaded by RPC for Package SUB1121201300234.
0 11212013 103233 RPC successfully downloaded the package SUB1121201300235
0 1212013103235 There is FDR(s) uploaded by RPC for Package SUB1121201300235
11212013 10:32.35 There is an Error Report uploaded by RPC for Package SUB1121201300235,
11212013 142532 RPC successfully downloaded the package SUB1121201300238
0 1-21:2013 142532 There is FDR(s) uploaded by RPC for Package SUB1121201300238
11212013 142533 There is an Error Report uploadad by RPC for Package SUB1121201300238.
11-21-2013 142738 RPC successfully downloaded the package SUB1121201300237
0 11212013 14:27:40 There is FDR(s) uploaded by RPC for Package SUB1121201300237.
11-21-2013 1427:41 There is an Error Report uploadad by RPC for Package SUB1121201300237.
11-22-2013 14:58.40 Package SUB1122201300248 has be cted by CMS Central Office user CMS Central Office User. Please contact the Central Office user for additional information

= 14929012 180044 Darkana S IRT11E201201774 has ha. rtad bus M Fantral (Wira nicar CMS Cantral (Wica llsar Dlassa rantart tha Cantral (Wirs sar far addiianal infarmafinn

Acknowledge Selected Actions || View Selected Action | Clear Selected Actions

3.4 System Organization & Navigation

In order to navigate through the website, the user will use the menu options on the top right of
the screen. These menus will allow the user to create a Package, search for Packages, and
view the Actions. The menu options are specific to the user group access rights.

3.5 Exiting the System

In order to exit the system, the user will need to follow the steps specified below:

1. Action: Select Logout on the top right of the screen. See diagram below for example:
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Figure 6: Exiting the System

Create Package

Date Received
11-14-2013 11.03.02 There is an EDV - MARX_UI request RVW1114201300059 from RPC.
11-14-2013 120430 There is an EDV - E&D request RVW1114201300060 from RPC.
12-20-2013 16:07:21 There is FDR(s) uploaded by RPC for Package SUB1220201300004.
11-15-2013 16.05:28 Package SUB1115201300225 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information.
11182013 09.40.25 Package SUB1118201300227 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information
11-18-2013 11:53.28 RPC successfully downloaded the package SUB1111201300159
11182013 11:65.27 RPC successiully downloaded the package SUB1118201300230
11182013 11.07.06 There is an Error Report uploaded by RPC for Package SUB1118201300231
11-19-2013 11:1821 RPC successfully downloaded the package SUB1104201300137
11192013 1111822 There is FDR(s) uploaded by RPC for Package SUB1104201300137.
11192013 11:1823 There is an Error Report uploaded by RPC for Package SUB1104201300137
11-21-2013 10:12:16 RPC successfully downloaded the package SUB1121201300233
11212013 10:12:19 There is FDR(s) uploaded by RPC for Package SUB1121201300233
11212013 10:12.20 There is an Error Report uploaded by RPC for Package SUB1121201300233
11-21-2013 10:30.27 RPC successfully downloaded the package SUB1121201300234.
11212013 10:30.28 There is FDR(s) uploaded by RPC for Package SUB1121201300234
11212013 10:30.29 There is an Error Report uploaded by RPC for Package SUB1121201300234

(] 11212013 103233 RPC successiully downloaded the package SUB1121201300235
1212013103235 There is FDR(s) uploaded by RPC for Package SUB1121201300235
11212013 103235 There is an Error Report uploaded by RPC for Package SUB1121201300235

0] 11-21-2013 142532 RPC successfully downloaded the package SUB1121201300238

111212013 142532 There is FDR(s) uploaded by RPC for Package SUB1121201300238

11212013 142533 There is an Error Report uploaded by RPC for Package SUB1121201300238
11-21-2013 14:27.38 RPC successfully downloaded the package SUB1121201300237

1 11-21-2013 1422740 There is FDR(s) uploaded by RPC for Package SUB1121201300237
11-21-2013 14:27:41 There is an Error Report uploaded by RPC for Package SUB1121201300237

7 11222013 14:58.40 Package SUB1122201300248 has been rejected by CMS Central Office user CMS Central Office User. Please contact the Central Office user for additional information

11979012 180040 Darkana SHRIT1EININNIIA hae haan raiartad hu CMS Cantral (irs ear CMS Cantral (fice | lear Diassa rantart tha Cantral (ira near far additianat infarmatinn

Acknowledge Selected Actions | View Selected Action | Clear Selected Actions

2. On successfully logging out of the system the users will see following screen:
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Figure 7: Exiting the System

/2 IACS Web Access Management (Logout) - Viindows Internet Explorer

Go-k
o 8 Wew Favotes Tods Heb
x Google | Psesch - e Sonin & -

W Favorites | 53 @ = )CM5-Dev = () CMS Development - FieNlet = | CMSProdeClent 8 erac-prod £ | NGD eClent - Login Page £
1ACS Web access Management (Logeut) B0 O - bwe Sy Tk @

Sun Java~ System Access Manager

&) You are logged out.

i to Login page

= = o I

Note: To login again the user will need to close the current browser and open a new browser
and repeat steps in section 3.3.

4. Using the System

The following sub-sections provide details on how to use the various functions or features of the
eRPT application.

41 eRPT Terminology

1 Package Type - Package classification representing the type of package submitted by
the Plan for processing.
a. Submission Package - Retroactive enroliment-related transactions submitted by
a Plan to RPC such as Enrollments, Disenrollments, Reinstatements, LIS
Deeming Updates, Medicaids, SCC changes, and Payment Validation.

Note: A Submission Package should not be created to respond to an EDV Review
Package.

b. Transaction Inquiry Package - A request submitted to the RPC by a Plan
requesting a status on a previously submitted retroactive request.
c. Review Package - Enroliment Data Validation (EDV) requests from the RPC.

Note: All EDV packages should be responded using the Review Package created by
the RPC.

2 Category Code - A code representing a classification of a retroactive Package type
request.
a. For Submission Package types:
e Category 2 - Timely retroactive enrollment transactions (including
Payment Validation Adjustments and Caseworker Approved CTM Cases)
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that may be submitted to the RPC without additional RO approval. Please
refer RPC’s SOP on their website for the types of retroactive transactions
that do not require RO Approval.

e Category 3 - Untimely (i.e. current calendar month minus 3 months or
more) or other (Special Cat 2 Cases, Guidance waivers, Documentation
waivers and any other exceptions) retroactive transactions that may be
submitted to the RPC requiring RO approval prior to submission. Please
refer RPC’s SOP on their website for the types of retroactive transactions
that require RO Approval.

¢ CTM — It is a submission category used when a retroactive request is
generated as a result of a complaint filed by a beneficiary or caregiver.
This is a hew category type for a submission package that is being
implemented in this new release of the eRPT application.

e Payment Validation — this category is used to submit status changes
such as Medicaid, Low Income Subsidy (LIS), State County Code
Changes (SCC), etc.

¢ Resubmission - Timely retroactive enrollment transactions (including
Payment Validation Adjustments and Caseworker Approved CTM Cases)
that have been previously submitted but not processed as requested by
(NPAR) by the RPC and do not require additional RO approval for
processing.

e Special - A customized user Package submitted by the CMS Central
Office Staff or Plan Users to RPC. A special submission package will
need to be approved by either the CMS Central Office or Regional Office.

Subcategory (Applicable only for Category 3 and Special Submission Package) -
A sub code representing a classification of a retroactive Submission Package
type request

¢ LI-NET - Limited Income Newly Eligible Transition (LI-NET) program
provides temporary drug coverage for certain dual Medicare/Medicaid or
Supplemental Security Income (SSI) only eligible people who qualify for
Medicare’s low-income subsidy (LIS) or Extra Help. This program
provides immediate and retroactive (if eligible) temporary drug coverage
until these beneficiaries have had a chance to enroll in a regular Medicare
Part D drug plan.

For Review Package Types:

e Enrollment Data Validation (EDV) (this option is available only in
search page) - A request submitted by the RPC to a Plan requesting
supporting documentation for enrollment related transactions processed
by the Plan in MARX. This category value was used historically by RPC to
create the EDV package.

e EDV — E&D - Reports with this value in the file name will include sampled
Enroliment and Disenrollment transactions that were submitted to MARX
via the batch process

o Enrollment transactions (Transaction Type Code 61) are defined
as an action that initially enrolls a beneficiary into a certain plan
contract number and Plan Benefit Package (PBP) number.

o Disenroliments (Transaction Type Code 51) Disenrollment
transactions are defined as an action that terminates a
beneficiary’s enrollment in a given plan.
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e EDV — CANCELLATIONS - Reports with this value in the file name will
include sampled Enroliment Cancellation and Disenrollment Cancellation
transactions that were submitted to MARX via the batch process

o Enrollment Cancellations (Transaction Type Code 80) are defined
as an action initiated by the beneficiary to cancel an enroliment
transaction

o Disenrollment Cancellations (Transaction Type Code 81) are
defined as an action that cancels a previously submitted
disenroliment, leaving no gap in coverage for the beneficiary.

e EDV — MARX UI - Reports with this value in the file name will include
sampled Enrollment, Disenroliment, Enrollment Cancellation, and
Disenroliment Cancellation transactions that were submitted via the
MARX User Interface (Ul).

e EDV — RACS - Reports with this value in the file name will include
sampled Residence Address Change (RAC) transactions that were
submitted via either the MARX Ul or the batch-submission process

o RACs (Transaction Type Code 76) are updates to member’s
residence address listed in MARX that ultimately determines the
State and County Code (SCC) used in the payment calculation.

3 Approval Authority (applicable only to Category 3 and Special Submission package) —
The office selected by the package creator to approve the package. Following are the
options:

¢ Central Office
¢ Regional Office

4 Regional Office (applicable only to Category 3 and Special Submission package) — The
regional office overseeing the package creator’s parent organization. Following are the
options:

e CMS Regional Office 01 - Boston

e CMS Regional Office 02 - New York

e CMS Regional Office 03 - Philadelphia
e CMS Regional Office 04 - Atlanta

e CMS Regional Office 05 - Chicago

e CMS Regional Office 06 - Dallas

¢ CMS Regional Office 07 - Kansas City
¢ CMS Regional Office 08 - Denver

e CMS Regional Office 09 - San Francisco
e CMS Regional Office 10 - Seattle

5 Parent Organization - Name of the Parent Organization to which the Package or
document belongs.

6 Status - Status of the Package. The following are the different Package status values
and definitions that can be set on a Package:
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Draft -When a Package has been created but not yet submitted within the eRPT
application.

Pending Approval- When a Package is submitted by a Plan User but is awaiting
an Approval Letter from the RO Account Manager or CMS Central Office. This
status is applicable only for a Category 3 and Special Submission Package.

Open- When a Submission Package is submitted to eRPT and ready for the
RPC to download or when a Review Package is uploaded for a Plan User to
respond.

Completed- When a review Package is submitted by the Plan user with all of the
supporting Response documents.

Downloading- When the RPC is downloading the Package.
In Process- When the RPC is processing the Package.

Closed- When a retroactive Package processing has been completed by the
RPC the Package status will be marked as closed.

7 Contract Id - A unique five-character alphanumeric identifier assigned by CMS.

8 Count - The total number of transactions by contract listed in the RPC Submission

9

spreadsheet. The count includes all transactions across each worksheet within the
spreadsheet.

Package Id - A unigue system-generated identifier assigned to each retroactive
Package request.

10 Created by — The eRPT User ID who created the Package. In this document, the user

who created the Package is referred to as the “Package Creator”.

11 Proxy Id — A list of persons authorized to act on behalf of an eRPT plan user

4.2

responsible for creating and submitting a retroactive plan submission package.

eRPT User Interface Menu

On a successful login to eRPT, the user can see the following menu options based on their

access:

4.2.1

Search

On the Search Package screen, the users can search for Packages and documents in eRPT.
Depending on the type of user logging into the eRPT there are restrictions on the Packages and
document that can be retrieved and viewed by the user.

Users with Plan access will be able to view the following:

The Packages that have been created by them, or packages where they are included as

Response documents (For example: Final Disposition Reports (FDRSs), Error Report) for
their respective contracts.

Review Packages for their respective contracts.
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The drop-down selection lists and free-form data entry fields allow the user to make selections
that will customize their returned results in the Results grid.

The search screen provides the user with following search criteria and options:

1 Search For:
Packages-
e Submission Packages
Transaction Inquiry Packages
Review Packages (e.g. EDV Review)

Response Documents-
FDR
e Error Reports
Letters
o Approval Letter
¢ Follow-on FDR

2 Date:

e This is a mandatory entry field and should be used by the user to select the date
range in which the Package was saved or submitted. The search will automatically
look for the dates based on the Package status. If the user is searching for a draft or
Pending RO Approval Package, the eRPT application will look for Packages based
on the Package’s creation date. If the user is searching for a submitted Package,
(with a status of Open or Closed or Rejected or In Process or Downloading) the
eRPT application will look for Packages based on the Package submitted date.

o From-
o To-
3 Package ID:

o If the user knows the specific ID of the Package they are trying to find they should

enter it free-form.
4 Category:
e The category code values are dynamically populated based on the Search-For
selection made by the user as shown below:
a. Submission Package
o Category 2
Category 3
CT™M
Payment Validation
Resubmission
Special
eview Package
Enroliment Data Validation
EDV - E&D
EDV — CANCELLATIONS
EDV — MARX_UI
EDV - RACS

=
00000 xPOOOOO

5 Status:
¢ Itis a dropdown containing Package status values. The status values are
dynamically populated based on Search-For and Category selection made by the
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user as shown below. (Please refer section 4.1 or section 4.3.8 for status
description)
a. Submission Package - Category 2, Resubmission, CTM and Payment
Validation
o Draft
Open
Downloading
In Process
Closed
ubmission Package - Category 3 and Special
Dratft
Pending Approval
Open
Rejected
Downloading
In Process
Closed
ransaction Inquiry Package
Draft
Open
Downloading
In Process
Closed
eview Package
Open
Completed
In Process
Downloading
Closed
6 Parent Organization:
e All Plan Parent Organizations will be listed.
Note: If your Parent Organization is not available in the drop-down please contact the
MAPD Help Desk.

—4 0 OO OO OO0 WO O O O

o
O 0O O OO0 x»yoOo o o o o

7 Contract Id:
o If the user knows the specific contract ID they are trying to find they should enter it
free-form. This field is applicable only for Response documents.
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Figure 8: Search

.
KCMS

* Indicates Required Field
Criteria

Search For. * Category: Contract ID:
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Dae: * Package ID:

From: To:

Status:
Al

Parent Org:
Al

Results

Result Count - 0

Type Category D Status Submission Date

422 Create a Package

In eRPT, the Plan user can use the Create-Package screen to create the following types of
Package:

e Submission Package
e Transaction Inquiry Package

The term ‘Package’ refers to a request submitted by Medicare Managed Care or Prescription
Drug Plans for RPC to process. A Package within the eRPT application will consist of 3 main
parts:

e Package Details - Information about the Package such as Package Type, Category,
Parent Organization etc.

e Submission Documents
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o For Submission & Transaction Inquiry Package - All of the supporting
documents that are required by the RPC to process the Package. (see the RPC
website for details)

o For Review Package - All the supporting documents that are submitted by RPC
for the review. (see the RPC website for details)

e Response Documents

o For Submission & Transaction Inquiry Package - Documents that are added
by the RPC after processing the Package.

o For Review Package - Supporting documents that are submitted by Plans for
the Enrollment Data Validation (EDV) review request.

Each of the Packages created within the eRPT application will be assigned a unique identifier
called a Package ID. The supporting documentation required for a Package will vary, depending
on the type and category of the Package. A user will need to upload all the required documents
to a Package for successful submission of the Package to the eRPT application. Appendix D
lists all the document types that are required to submit a Package.

The Packages created in the eRPT application will follow different workflows based on the
Package Type and Category Type.
4221 General Workflow

A Submission (Category 2, CTM, Payment Validation and Resubmission) or Transaction Inquiry
Package follows the general workflow. The following are the steps:

e The Package is created and submitted by a Plan user or CMS user.
e The Package is downloaded by the RPC.

e The Package creator will receive a notification about Package being downloaded by the
RPC.

o The RPC will begin adding FDRs and Error Reports to the Package for a particular Plan
Contract.

e The respective Plan user or Package Creator will receive a Notification in their eRPT
account, so it is important that these individuals check their accounts regularly.

e When the RPC completes processing the Package they will mark the Package status as
Closed.

4.2.2.2 Submission -Category 3 and Special Package workflow

A Submission Package (Category 3 and Special) follows a slightly different workflow and
requires action from the RO Account Manager or CMS Central Office upon Package submission
by Plan User. Following are the steps:

e The Submission -Category 3 or Special Package is created and submitted by the
package creator.

¢ If the package is a LI-NET submission, the package creator is required to select the
Subcategory value.
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o For a LI-NET submission, the package creator is not required to select the approval
authority.

o If the package is not a LI-NET submission, the package creator is required to select the
approving authority (Central Office or Regional Office) and Regional Office number.

¢ The Package is searched by RO Account Manager or CMS Central Office or accessed
via actions to add the Approval Letter or Reject the Package.

e |f RO Account Managers or CMS Central Office adds the Approval Letter the workflow
steps are as shown below:

o The Package is downloaded by the RPC.

o The Package creator will receive a Notification about Package being downloaded
by the RPC.

o The RPC will begin adding FDRs and Error Reports to the Package for a
particular Plan Contract.

o The respective Plan user will receive a Notification in their eRPT account and an
email notification..

o When the RPC completes processing the Package they will mark the Package
status as Closed.

¢ If RO Account Manager or CMS Central Office rejects the Package the workflow steps
are shown below:

o The approver will be required to add the rejection notes to reject the package.
o The Package creator receives the Notification in their eRPT account.
o The Package creator will need to create a new Package.

The LI-NET submission will be approved by the Central Office.

42.2.3 Review Package Workflow

A Review Package is a Package created by either a CMS User or the RPC requesting Plan
users to provide additional information to perform a review of previously submitted transactions
by a Plan to ensure they comply with CMS Guidelines. Review Packages include EDV Reviews,
as designated by CMS. Unlike the Submission Package and Transaction Inquiry Package the
Review Package follows a different process. Following are the steps:

e The RPC or CMS User creates a Review Package for a particular Plan Contract and
transaction type.

¢ Action/Notification is sent to the respective users in their eRPT account, who have
access to the contract.

e The Plan user views the natification.

e The Plan user responds to the Package by providing all the required Response
documents within seven business days of the request.

e The Plan user submits a response to the Review Package.
e The RPC will download and process the Package.

e When the RPC completes processing, the Package will be marked as Closed.
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Note: A Submission Package should not be created to respond to an EDV Review Package.
All EDV packages should be responded using the Review Package created by the RPC.

4.3 Plan User Functions

In eRPT, a Plan user will be able to create, view, update, delete a draft package, track and
respond to Review Packages. A Plan user will also be able to view Response documents that
are added to the Package by the RPC.

The following are the types of Packages that can be created by a Plan User via the User
Interface:

e Submission Package
Category 2
Category 3
CT™M
Payment Validation
Resubmission
o Special
e Transaction Inquiry Package

O O 0O O O

In following sub sections, we will discuss the steps to:

Create Package - Submission Package

Create Package - Transaction Inquiry Package

Search a Package

View a Package

Update a Package

Delete a Draft Package

Tracking a Package

View Response Documents added by the RPC via Actions
Search & View Documents

Add Response Documents to Review Package

431 Create Package - Submission Package

Note: An Enroliment Data Validation Review package should not responded by creating a
Submission Package. Please refer to section 4.3.11.3 to respond to an Enroliment Data
Validation Review package.

1. Login to the eRPT application.
2. Action: Select Create Package.
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Figure 9: Create Package - Submission Package
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Actions Search

Create Package
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Package Type: * Category: *
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Proxy Users:
User Id User Name

Page of0 » »

3. This screen allows the user to enter details for the Submission Package.
a. Package Type:
i. Submission Package
b. Category — Select the respective category code from the dropdown.
c. Approval Authority (applicable only to Category 3 n Special) — Select a value
from the drop down.
d. Regional Office (applicable only to Category 3 n Special) — Select a value from
the drop down.
e. Parent Organization: (multiple organization selection list)
Proxy Users - optional field
i. User Id — Search for the user that you want to be a proxy
ii. User Name - Enter the number of transactions.
4. Action: To add proxy information select the + sign in the contract grid and pop-up
window will appear as shown below:

-
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Figure 10: Create Package - Submission Package
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Create Package
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5. Action: The Plan user will have to enter the User ID of the designated proxy, and click
on the search button. The result will be displayed as shown below:
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Figure 11: Create Package - Submission Package
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Create Package
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6. Action: Select Save button.
7. The proxy information will be added in the Proxy Users grid as shown below:
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Figure 12: Create Package - Submission Package
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8. Action: Repeat steps 4 to 7 to add additional proxy users. The user can enter 3 proxy
users per package.

9. Action: After entering all the proxy information select Cancel or select x on the Add
Record pop-up.

10. Action: To delete any proxy information added in the proxy users grid complete the
following steps-

a. Action: Select the Proxy row in the proxy user grid. The selected proxy user will
be highlighted as shown below:
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CENTERS FOR MEDICARE & MEDICAID SERVICES

Create Package

* Indicates Required Fields
Package Information

Package Type: *
Submission Package
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Figure 13: Create Package - Submission Package
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b. Action: Select delete sign as shown below:
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Figure 14: Create Package - Submission Package
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c. Action: Click on the Delete button
d. The proxy user will be deleted as shown below:
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Figure 15: Create Package - Submission Package
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11. Action: After entering all the information required for the Package creation select
Continue.

12. Documentation screen will be displayed as shown below. The user can select add
documents to a Package using the options available in Documentation screen:
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Figure 16: Create Package - Submission Package
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13. Action: Select Add Files. Windows Explorer pop-up window will be displayed for the
user to select the documents as shown below:
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Figure 17: Create Package - Submission Package
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FLIH1234-9998877774. pdf
FIH1234-9998577776. pdf
FIH1234-999887777C. pdf
LH1234-999887777D. pdf
FLIH1234-999887777E  pdf
FLIH1234-999857777F .pdf
FIH1234-999887777G. pdf
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FIH1234-9998877771.pdf
FIH1234-999887777). pdf
FIH1234-999887777K. pdf

File name: |

| Open |

Files of type: I PDFs

Cancel

//-

Note: Refer RPC website for the file naming conventions.

14. Action: Select the files you want to add for the document and select Save. The

selected document will display in the user interface:
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Figure 18: Create Package - Submission Package
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15. Action: Select the appropriate Document Type value from the dropdown for each
document. Please refer Table 9 to view the appropriate document type values for the
documents. The default document type value for all the documents will be ‘RPC
Supporting Documentation’ when creating a Submission Package.

Note: The default document type value will vary based on the Package type and also the step in
the process.

16. Action: Select Start Upload.

17. Action: The user must upload at least one document for each of the following
document types for successful submission of the Package:

e RPC Submission Cover Letter (PDF File).

e RPC Submission Spreadsheet (xls or xlsx File).

o RPC Supporting Documentation (PDF File(s)).
Note: The format “xIsm” is not supported by the eRPT. Please refer to section 4.5 for steps to
convert xlsm format document.

18. On successful upload the user interface will display the following message:
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Figure 19: Create Package - Submission Package

1file(s) uploaded and saved successfully,

Note: Acceptable file types for uploading are PDF, XLS and XLSX.
19. Action: Select OKk.
20. Action: The user can either ‘Save’ the Package or ‘Submit’ the Package by selecting
the respective button.

Note: The user will not need to upload any documents to save the Package.
21. Action: To save a Package click on the Save button. The user will see the following
message:

Figure 20: Create Package - Submission Package

Message from webpage ﬁ

I Package ID SUBDG05201200030 has been saved as a draft for later I
l % submission.

oK

Note: A saved Package can be retrieved on the Search screen by searching for
Packages with Draft’ status.

22. Action: Select Ok.
23. Action: To submit a Package click Submit button. The user will then see the following
message:
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Figure 21: Create Package - Submission Package

Message from webpage ﬁ

! L Package ID 5UB0604201200022 has been subrmitted for processing.

oK

b

Note: A submitted Package can be retrieved on the Search screen by searching for
Packages with an ‘Open’ status.

24. Action: Select OK.

25. If the user has not added all the required documents for the Package before submitting
the Package the following pop-up will be displayed:

Figure 22: Create Package - Submission Package

Message from webpage @

) E Please add the required document types before submitting the package for processing.
*

26. Action: Select Ok. Repeat steps 13 through 16 to add the required documents and
then submit the Package.

4.3.2 Create Package- Transaction Inquiry Package

Note: An Enroliment Data Validation Review package should not responded by creating a
Submission Package. Please refer section 4.3.11.3 to respond to an Enroliment Data Validation
Review package.

1 Login to the eRPT application.
2 Action: Select Create Package.
3 This screen allows the user to enter details for the Transaction Inquiry Package.
a. Package Type - Select Transaction Inquiry from the drop down.
b. Parent Organization: Select the Parent organization to which the Package
belongs.
c. Proxy Users: - optional field
i. User Id — Search for the user that you want to be a proxy
ii. User Name - Enter the number of transactions.

Note: If the user’s Parent Organization does not display, please contact the MAPD Help Desk at
mapdhelp@cms.hhs.gov or 1-800-927-8069 to create a ticket.
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o O1

Figure 23: Create Package - Transaction Inquiry

(& Electronic Retroactive Proce...

Create Package

* Indicates Required Fields
Package Information

Package Type: *

1arsacion iy Packgof

Parent Organization: *

Proxy Users:

User Id User Name

Page[i” |of0 » m

To enter Proxy Users for the package, follow the same steps as described in the Create
Package — Submission Package in Section 4.3.1.

Action: After entering all the information required for the Package select Continue.
Documentation screen will be displayed as shown below. The user can add supporting
documents to a Package using the options available on the Documentation screen:
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Figure 24: Create Package - Transaction Inquiry

Create Package

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES 3

Create Package

Create Package

Documentation

Accepted File Types: pdf, xIs, xlsx

@\ Select files
QLY Addfiles to the upload queue and click the start button.

Document Type Filename Status

7 Action: Select Add Files. Windows Explorer pop-up window will be displayed for the user to
select the documents as shown below:

8 If the user wants to upload xIs documents select Excel 97-2003 Workbook from Save-as-
Type dropdown as shown below:

Note: If the user wants to upload 'xIsx' documents select Excel Workbook from Save-as-Type

dropdown.
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Figure 25: Create Package - Transaction Inquiry

|~ N
Select filel(s) to upload by swaar —‘___ u
— — i I pe— ey e e 4 —
Savein: | ERPT ~ & ¥ = -
I Mame : Date modified Type =
= | ERPT Prod 10/18/2012 540 PM  File fol
Recent Places 150 approval Letter. pdf 9/13/201112:50 PM  Adobe
! 1 E] RPC Supporting Documentation. pdf 8/8/201210:11 AM  Adobe
[ | - |
ﬁi] RPC Supporting Documentationl.pdf 8/8/201210:11 AM  Adobe
| Desktop 'E]F'.PC Supporting Docurmnentation2. pdf 8/8/201210:11 AM Adobe|= I
- 'E] RPC Supporting Documentation3. pdf 8/8/201210:11 AM Adobe
” 'E] RPC Supporting Documentationd. pdf 8/8/201210:11 AM  Adobe
| Libraries 'E] RPC Supporting Documentation5. pdf 8/8/201210:11 AM Adobe
Submission_Cover_Letter,pdf 9/13/2011 12:50 PM Adobe
p
| | |
| ﬂkﬁ_! 'E]Test[}ﬂcumentﬂ.pdf 8/8/201210:11 AM Adobe
Computer @Test[}ﬂcumenﬂ.pdf 8/8/201210:11 AM - Adobe
@Test[}ﬂ-cumentz.pdf 8/8/201210:11 AM  Adobe
Q‘E ?Test[}ﬂcumenﬂ.ndf Eifﬂflﬂll 10:11 AM Adobe 7
- 1 il b
Metwork
Save as type: iPDFs - I Cancel

FPDFs
Excel Wordboal:
Excel 57-2003 Workbook

9 All xIs documents within the local folder will be displayed as shown below:
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Figure 26: Create Package - Transaction Inquiry

-
Select file(s) to upload by swaar

Savein: |, ERPT -
I Mame :
ke . ERPT Prod

Recent Places

-'

@J Proposed_RPC_Status_Request_template.xls

e mE
Date modified Type
10/18/2012 5:40 PM  File folder

9/15/2011 11:06 AM  Microsoft l

I

- Save

Desktop
i
Libraries
l |
ﬂb.h!
Computer
t‘;l < | I
Metwork
File name:
Saveastype: | Excel 97-2003 Workbook

- | Cancel |

[ ]
10 Action: Select the files you want to add for the document and select Save. The selected

document will display in the user interface.
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Figure 27: Create Package - Transaction Inquiry

p—
(cms

Create Package

Accepted File Types: pdf, xds, xdsx

{0 Select files

‘Q.ﬂ,‘ Addiles to e upload queue and click e start bufon
Document Type Filename

RPC Transaction inquiry Request v Proposed_RPC_Status_Request_template.xls

11 Action: Select the appropriate Document Type value from the dropdown to each
document. The default value for all of the documents will be 'RPC Transaction Inquiry
Request’ when creating a Submission Package. The default document type value will vary
based on the Package type and also the step in the process.

Note: For Transaction Inquiry Package 'RPC Transaction Inquiry Request' is the only document
type the user can select for Package submission.

12 Action: Select Start Upload.

Figure 28: Create Package - Transaction Inquiry

1file(s) uploaded and saved successfully,

Note: A document is not submitted until the user receives a message indicating that it has been
uploaded successfully.

13 Action: Select OK.
14 Now the user can either ‘Save’ as Draft Package or ‘Submit’ the Package by selecting the
respective button.

Note: The user will not need to upload any documents to save the Package.

15 Action: To save a Package click on Save the user will see following message:
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Figure 29: Create Package - Transaction Inquiry

Package ID TIQ0E05201200012 has been saved as a draft for later
i I—E submission.

DK

b

Note: A saved Package can be retrieved on the Search screen by searching for
Packages with ‘Draft’ status.

13. Action: Select OKk.
14. Action: To submit a Package click on Submit. The user will then see the following

message:

Figure 30: Create Package - Transaction Inquiry

Message from webpage [ﬁ

h Package ID TIQ0605201200014 has been submitted for processing.

Note: A submitted Package can be retrieved on the Search screen by searching for Packages
with ‘Open’ status.
15 Action: Select OK.
16 If the user has not added all the required documents for the Package before submitting
the Package the following pop-up will be displayed:
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Figure 31: Create Package - Transaction Inquiry

Message from webpage @

) E Please add the required document types before submitting the package for processing.
*

17 Action: Select Ok. Repeat steps 7 through 12 to add the required documents and then
submit the Package.

4.3.3  Search Package

Note: For our example we will search for a Draft Submission Package. The required fields on
the Search page are marked with an asterisk (*).

1. Login to the eRPT application.
2. Action: Select Search on top right corner of the screen.
3. Action: Select following options for Search Criteria:
a. Search For - Select Submission Package from the dropdown.
b. Date
i. From - Enter the beginning date for search.
ii. To - Enter the end date for search.
Package ID - For our example we will leave it blank.
Category - Category 2 (Default value for Submission Package Search).
Status - Select Draft from the dropdown.
Parent Organization: - Select ‘All' from the dropdown.
Contract ID: Enter the Contract ID if you want to restrict your search to a
specific contract.

@~oao

43



CMS XLC Using the System

Figure 32: Search Package

& Hlectronic Retroactive Proce... X |10

* Indicates Required Field

Search For.* Category Contract 10
Submission Packages . Al . .
Date:* Package ID
From To
Status:
Al .
Patent Org
Al .

Search

Results

Result Count - 0

Type Category D Status Submission Date

4. Action: Select Search.

5. If the search criteria have any matching results the values will be displayed in the
results grid as shown below. A Plan user will only see Packages to which the user
has access in the results grid.

Figure 33: Search Package - Results

LI 2 hiip://swaar3086/erpt/processDisclaimerResponses ~ C | EYre & Electronic Retroactive Proce.
—
\ e lWEH q
CONTIRSF08 AUDICARE & MDRCAD ST ﬂ

Semch

* Indicates Required Field

Criteria

Search For: Category
Submission Packages . Al

Date Package ID

From: 01-15-2014 To: 01-22-2014

Statu
All
Parent Org
All

Results

Result Count - 1

Type Category [} Status. Submission Date
sus Category 2 SUB0121201400001 Open 01-21-2014
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6. In section 4.3.4 we will discuss steps on how to view a Package retrieved in a
Search.

7. If the search criteria does not have any results to display the following pop-up will be
displayed:

Figure 34: Search Package

No search results found.

(N

8. Action: Select Ok and repeat steps 1 to 4 to perform a new search.

434  Steps to View a Package

1 Login to the eRPT application.

2 Search for Packages as shown in section 4.3.3

3 Action: Double click on Package in the result grid to view it. The "Package Details” tab
will be displayed as shown below:

Note: Based on the Package status you may see a button on the top right corner of the
“Package Details” tab.
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Figure 35: View Package

Package Details S

I R 2

Package Details

D
SUB0106201400006

Type
Submission

Category
Category 2

Parent Org
ATRIO Health Plans

Total Submissions
4

Contracts:

Contract ID *
$6617
S5617

Transaction Type

REINSTMT
Ret Disenrl

Count

_A

Status

Open

Proxy Users

User Id User Name

Last Updated By:
PLAN1

Last Updated
01-06-2014 18:02:13

Created By
PLAN1

Creafion Date
01-06-2014 18:01:48

Submission Date:

01-06-2014 18:02:13 v

4 Action: Select Submission Documents tab to view all the documents that were

submitted during Package submission.

Note: Depending on the Package type and category code, the document types available
may differ. Refer to Appendix C for selections available under Submission Documents.
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Figure 36: View Package

Package ID: SUB0106201400006

I Package Details I

~ Package Documents

O Filename Document Type
¥ TestDocument3 pdf RPC Supporting Documentation

[] TestDocumentd pdf RPC Submission Cover Letter

[J SUB0909201307504_A1001001A13109B63901D51983 xisx RPC Submission Spreadsheet

Download Selected Documents

5 Action: To view the documents select Package Documents to expand the selection to
view the list of documents.

Action: Select the document you want to view by double clicking on the document row.
Action: If the user receives the pop up window shown in the image below, select
Cancel.

~N O

Figure 37: View Package Document

i W
Windows Security ﬁ

Connect to erpt.cms.hhs.gov
Connecting to erpt.cms.hhs.gov

| | Lser name |

| Password |

[7] Remember my credentials

| ok || Cancel

8 The document will open as shown below:
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Figure 38: View Package Document

10.22.0.117:9085/ erpt/displayDocument?pid=103 3 ICM11 braeburn-t419 PLAN_RTRCTV_PKG_DOC59 26 A1001001A12F28B1074014916518 A12F28B107401491651 14 1362
———
=,
BOxEHe

Vil BBIR & D

Tools

Sign Comment

BSERVICES

%,

FALT,
4+ WEALTy
F.a 4

7S

CENTERS for MEDICARE & MEDICAID SERVICES

Centers for Medicare & Medicaid Services
Office of Financial Management — Financial Services Group
7500 Security Blvd
Danltis
9

viAara AATY 21244 1QIN

If you want to download the documents select the check box as shown below:

Figure 39: View Package - Files selection

Package ID: SUB0106201400006

X

~ Package Documents
2] Filename
[¥] TestDocument3.pdf

Document Type
[¢] TestDocument4 pdf

RPC Supporting Documentation

RPC Submission Cover Letter
[v] SUB0909201307504_A1001001A13109B63901D51983 xisx

RPC Submission Spreadsheet

Download Selected Documents

10 Action: Once the selection is completed select Download Selected Documents
button. A pop up window will be displayed as shown below:
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Figure 40: View Package - Download Selected Documents

Opening SUB0106201400006.zip |- 22

You have chosen to open:

1, SUB0106201400006.zip

which is: Compressed (zipped) Folder (22.4 KB)
from: hitp://swaar:9086

What should Firefox do with this file?

(") Openwith | Windows Explorer (default) -

i@ Save File

[] Do this automatically for files like this from now on.

[ QK ]| Cancel |

11 Action: Select Save File radio button.

12 Action: Select Ok. A pop up window will display to allow the user to select the location
to save the files.
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Figure 41: View Package - Download Selected Documents

-

@ Enter name of file to save to... @

.

U"\J | . ¥ Libraries » Docurnents » My Documents » ERPT » Release2 » 44 M Seorch Release 2 pel
Organize * MNew folder 3F - .@.

[ Favorites

= Libraries
3 Documents
J’. Music
| Pictures

E Videos
0@ Homegroup

1M Computer
&, Local Disk (C)

= Hide Folders

~

m

—a Mew Velume (Dn) il

Documents library

Release 2

J Errer Report Spreadsheet
J SUB1104201300137

J SUB1121201300233

1, SUB1104201300137 zip

1, SUB1121201300233 zip

Arrange by:  Folder ~

FIEGE L RS U B0106201400006.zip

-

Save as type: ’Compressed (zipped) Folder (*.zip)

)

Save | | Concel |

13 Action: Select Save.

14 The documents will be saved successfully on your local computer.

15 Action: Select Response Documents to view all the Response Documents submitted

by the RPC contractor as shown below:

Note: Response documents will not be available if the status is marked as Draft, Pending
RO Approval or Open. Also the Response documents will only be visible if the user has
access to those documents.
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Figure 42: View Package Documents

X

Package ID: SUB0106201400005

~ Final Disposition Reports

(I} Filename Contract Successful Trans Count Failed Trans Count Created Date

[ TestDocument0 pdf H3204 10 2014-01-22 16:04:17.67836
[[J TestDocumentd.pdf H3204 10 2014-01-22 16:04:17.324055

[ TestDocument0 pdf

H3204 10 5 2014-01-22 16:04:16.823841

Total:

Download Selected Documents

» Error Reports

16 Action: To view the documents, the user can click Final Disposition Reports or Error
Reports to expand the selection to view the list of documents.

Note: The document types displayed under Response documents will vary based on the
Package type. Refer to Appendix C for selections available under Response Documents.

17 Action: Select the document you want to view by double clicking on the document row.
The document will open as shown below:
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Figure 43: Save a Document

Tools Sign Comment

CENTERS for MECSCARY 8 MEDICAD SERVXES

Centers for Medicare & Medicaid Services

Office of Financial Management — Financial Services Group
7500 Secunity Blvd
Daltsvnara AT I17944 198N

18 If you want to download and save the documents locally, repeat steps 10 to 14.

4.3.5 Steps to update a Package
Note: Only Packages in ‘Draft’ status can be updated.

Login to the eRPT application.

Action: Select Search.

Enter the search criteria as shown in section 4.3.3 to retrieve the Package.
Action: Select Search.

The results meeting the search criteria will be displayed in the result grid.

arwNE
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Figure 44: Update a Package

Dax ickage [
From: 0101204 To: 304201
—Results:
Result Count -9
Type D Status Submission Date

000090 9N 9N A 4

6. Action: Open the Package that you want to update by double clicking on the Package.
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Package ID: SUB0224201400027

Figure 45: Update a Package

I Package Details I Sub

X

upaate ode | suomt | vetee |

— Package Details
o:

5UB0224201400027

Type:
Submission

Category:
Payment Validation

Parent Org:
ATRIO Health Plans

Contracts:
Contract ID +

Transaction Type

Status:
Draft

Proxy Users:
User Id

Count
Last Updated By:
PLAN1

Last Updated:
02-24-2014 17:49:55

Created By:
PLAN1

Creation Date:

02242014 17:49:55

7 Action: Select Update Mode from the top right corner of the Package screen.
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Figure 46: Update a Package

x
Package ID: SUB0224201400027

* Indicates Required Fields

Package Information
Package Type: * Category: *
suB Payment Validation o
Parent Organization: *
Proxy Users:
ATRIO Health Plans s
User Id User Name
Contracts:
Contract ID 4 Transaction Type Count
+ @ Page 1 of 0 = »1
Total Submission Count:
0
Save and Submit

8 Action: To update the Package attributes select Package Details to update the
attributes.

9 Action: Once the update is completed select Save.
Note: If the Save button is not selected after updating the Package attributes, the
updated information will not be saved for the Package.

10 Action: To add additional documents select the Submission Documents tab.
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Figure 47: Update a Package

Package ID: SUB0720201200040 View Only Mode || Submit |

+ Package Documents

Select files
Add files to the upload queue and click the start button.

Document Type Filename Status

o

Accepted File Types: pdf, xIs, xlsx

11 Action: Select Add Files. Windows Explorer pop-up window will be displayed for the
user to select the documents as shown below:
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Figure 48: Update Package

Select file(s) to upload by erpt.cms.cmsval

Laok in: | (2 ValRoundTrippdf > © &% e

‘: @H1234-99988??77A.pdf

TL1H1234-9998877776.pdf
MyFRecent  |FL1H1234-999887777C.pf
Documents — o7141534.9998877770. pdf
FL1H1234-999887777E.pdf
FLIH1234-999887777F .pdf
Desktop ' #141234-999887777G. pdf
, TL1H1234-999887777H. pdf
J TL1H1234-9998877771. pof

TLH1234-9998877772. pf
TL1H1234-999887777K.pdf

My MNetwork Fil ; u]
il ile name | | | pen |
Files of type: IPDFs LI Cancel I
“

12 Action: Select the files you want to add for the Package and select Save. The selected
document will display in the user interface.
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Figure 49: Update Package

Package ID: SUB0315201300129 view onty Mode | suomi | peete |

ackans Deots Submission Documents paome Documens _

+ Package Documents

00y Select files

| .
! w Add files to the upload queue and click the start bution.

Document Type Filename Status

o @

RPC Supparting Documentafion ¥ H1234-099887777A.pdf

\Lizirg runkime: Aash|

0 1 files queved | © Start Upload

Accepted File Types: pdf, s, xlsx

13. Select the appropriate document type value from the drop-down and select Start
Upload. On successful upload the user interface will display the following message:

Note: The message in the pop-up will display the number of documents that were uploaded.

Figure 50: Update Package

1file(s) uploaded and saved successfully,

Note: Acceptable file types for uploading are PDF, XLS and XLSX. The eRPT does not
accept the XLSM format. This format must be converted to an acceptable format. See
section 4.5 of this manual for instructions on how to convert an xIsm file to an acceptable

format.

14 To delete documents uploaded on the package, select the package documents to
display all the documents uploaded on the package as shown below:
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Figure 51: Update Package

x

~ Package Documents

F Filename
[ Hiooo-123456789A pdf
[F] Hxooo-123456789B. pdf
[0 Hroooc-123456789C. pdf
O Hrooo-123456789D. pdf

Document Type
RPC Supporting Documentation
RPC Supporting Documentation
RPC Supporting Documentation

b 4

RPC Supporting Documentation

m

Download Selected Documents

Select files
Add files to the upload queue and click the start button.

Document Type Filename

Status

dd Files

Accepted File Tvoes: odf. xls. xlsx

15 Action: Select the delete sign as shown below to delete the documents.
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Figure 52: Update Package

[ Package Details T

* Package Documents

]

[T Hxooox-123456769A pdf
[T Hixoox- 1234567698 pdf
[ Hxooxx-123456789C. pdf
I Hxooox-1234567890. pdf

Filename

Download Selected Documents

Select files
Add files to the upload gueue and click the start button.

Document Type Filename

© AddFiles

Acceoted File Tvoes: odf xls. xlsx

RPC Supporting Documentation
RPC Supporting Documentation
RPC Supporting Documentation
RPC Supporting Documentation

Document Type

Using the System

Status

16 The user will be displayed with a pop up window to confirm deletion as shown below:
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Figure 53: Update Package

Are you sure you want to delete this RPC Supporting Documentation?

—cT—

17 Action: Select OK button. The application will display a message as shown below:

Note: The document will be deleted permanently and the user will not need to select Save
button again.
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Figure 54: Update Package

Document deleted successfully

Prevent this page from creating additional dialogs

(|

18 Action: Select OK button. The document will disappear as shown below:

Figure 55: Update Package

S
|>x

Package ID: SUB0130201400006 View Only Mode

~ Package Documents

Filename Document Type

Hioooc-1234667898 pof
Hoom-123456789C  pdf
Hxoox-1234567890 pdf

RPC Supporting Documentation

X X X

RPC Supporting Documentation
RPC Supporting Documentation

Download Selected Documents

Select files
Add files to the upload queue and click the start button.
Document Type Filename Status
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19 After making the required updates, if the user chooses he/she can select to submit
the Package, close the Package screen or switch back to ‘View Mode’ or delete the
Package.

20 To submit the Package:

a. Action: Select Submit button on the top right corner of Package Screen as
shown below:

Figure 55: Update Package

x

Package ID: SUB0130201400006 View Only Mode | Submit | Delete

[ Package Details I Submission D T Resp D

+ Package Documents

1T Select files
"0 addfiles to the upload queue and dlick ihe start button

Document Type Filename Status

o

Accepted File Types: pdf. xls, xlsx
Max File Size: 40mb

21 To close the Package screen:
i. Action: Select x at the bottom right corner of the screen.
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Figure 56: Update Package

Package ID: SUB0130201400008

» Package Documents

@), Selectfiles
!’j Add files to the upload queue and click the start button.

o

Accepted File Types: pdf, xls, xlsx

Max File Size: 40mb

ii. Action: You can also choose to click outside the Package screen and
Package will be closed.

17. Switch to View Only Mode:
i. Action: Select View Only Mode button on the top right corner of the

Package screen.

Note: If the Package screen is closed before selecting the Start Upload for selected documents
in the Submission Documents the document will not be saved for the Package. Please make
sure to upload the document before closing or submitting the Package.

43.6  Steps to delete uploaded documents on a Draft Package
Note: The documents can be deleted only on Packages in ‘Draft’ status.

In the eRPT application when documents on draft package are deleted it will be permanently
deleted from the application and cannot be retrieved. Documents on a draft Package can be

deleted only by the Package Creator.

1. Login to the eRPT application.

2. Action: Select Search.

3. Enter the search criteria as shown in section 4.3.3 to retrieve the Package.
4. Action: Select Search.
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Figure 57: Delete Uploaded Documents on a Draft Package

Create Package

To 06042012

Results

0
SUB0G04201200025
SUB0604201200016
SUB0604201200013
SUB0604201200010

5. Action: Open the Package that you want to delete by double clicking on the Package.

Figure 58: Delete Uploaded Documents on a Draft Package

a
Package ID: SUB0315201300129 Update Mode i

Package Details

L}
SUB0315201300129

Type:
Submission

Category:
Resubmission

Farent Org:
Advantage Health Solutions

Status b
Draft

Total Submissions:
13

Last Updated By:
ERPT1

Last Updated
03-15-2013 14:40:54

=

6. Action: Select Submission Documents Tab.
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Figure 59: Delete Uploaded Documents on a Draft Package

Package ID: SUB0315201300129

+ Package Documents

=

7. Action: Expand Package Documents by selecting the red arrow next to it. Depending on
the internet speed and size of the document users may see the following screen with
downloading action:

Figure 60: Delete Uploaded Documents on a Draft Package

Package ID: SUB0315201300129 | update mode [ suomit | peete |

Package Details Submissi

~ Package Documents

8. Once the downloading action is completed, the user will see all the documents has
shown below:
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Figure 61: Delete Uploaded Documents on a Draft Package

Package ID: SUB0315201300129 m‘

Package Details

~ Package Documents

Document Type
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Suppaorting Documentation
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supparting Documentation
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation

9. Action: Select Update Mode.

Figure 62: Delete Uploaded Documents on a Draft Package

Package ID: SUB0315201300129

| Package Details Submission D | Resp D

» Package Documents

Ty Select files
“ Add files to the upload queue and click the start button

Document Type Filename Status

O Add Files 0%

Accepted File Types: pdf, xIs, xlsx

10. Action: Expand Package Documents by selecting the red arrow next to it. Depending on
the speed of the internet the users may see the downloading sign.
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Figure 63: Delete Uploaded Documents on a Draft Package

Package ID: SUB1226201300014

Package Details

~ Package Documents

Filename Document Type

[J TestDocument3.pdf RPC Supporting Documentation

[J TestDocumentd.pdf RPC Supporting Documentation

Download Selected Documents

Select files
[
L/ Add files to the upload queue and click the start button.

11. Action: Select the delete sign as shown below to delete a document.

Figure 64: Delete Uploaded Documents on a Draft Package

Package ID: SUB1226201300014

Package Details ]

~ Package Documents

O Filename Document Type

TestDocument3 pdf RPC Supporting Documentation
TestDocumentd pdf RPC Supporting Documentation

Download Selected Documents

Select files
WY Add files to the upload queue and click the start button

12. Action: The user will be displayed with a pop-up message as shown below. Select OK
to delete the document.
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Figure 65: Delete Uploaded Documents on a Draft Package

Message from webpage

\‘_;.i') Are you sure ol wank to delete this RPC Supporting Documentation?

[ ck |[ Cancel ]

13. Action: On successful deletion the user will be displayed with a pop up message as
shown below. Select OK to close the pop-up message.

Figure 66: Delete Uploaded Documents on a Draft Package

Message from webpage E|

L] "_n., Document deleted successiully
L

14. The document will be permanently deleted in the eRPT application and the document
will disappear from the user interface as shown below:

Figure 67: Delete Uploaded Documents on a Draft Package

A

Package ID: SUB0315201300129 1

- Package Documents

1D Document Type

SUB0315201300129 RPC Supporting Documentation x
SUB0315201300129 RPC Supporting Documentation X
SUB0315201300129 RPC Supporting Documentation X
SUB0315201300129 RPC Supporting Documentation ®
SUB0315201300129 RPC Supporting Documentation X
SUB0315201300129 RPC Supporting Documentation x
5UB0315201300129 RPC Su x
SUB0315201300129 RPC Supporting Documentation b
SUB0315201300129 RPC Supporting Documentation *®
SUB0315201300129 RPC Supporting Documentation X

A7y Select files

WY Addiles to the upload queue and dick the start button.

Document Type Filename Status

15. If you want to delete additional documents repeat step 12 to 14. If you want to update
the package and add additional documents repeat step 11 to 14 from section 4.3.5
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4.3.7  Steps to delete a Draft Package

Note: Only Packages in ‘Draft’ status can be permanently deleted.

When a Package in Draft status is deleted from the eRPT application it will be permanently
deleted from the application and cannot be retrieved. A draft Package can be deleted only
by the Package Creator.

1. Login to the eRPT application.

2. Action: Select Search.

3. Enter the search criteria as shown in section 4.3.3 to retrieve the Package.
4. Action: Select Search.

Figure 68: Delete a Draft Package

From 06042012 | To' 06-04-2012

Results

0+ Type Category Status Submission Date
SUB0604201200025 suB 2 Drat

5. Action: Open the Package that you want to delete by double clicking on the Package.
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Figure 56: Delete a Draft Package

Package ID: SUB0720201200041 Update Mode | P
Package Details Submission Documents Response Documents _

Package Details

ID:
SUB0720201200041

Type:
Submission

Category:
Category 2

Parent Org:
AIDS Healthcare Foundation

Status:
Draft

Last Updated By:
PLAN2

Last Updated:
07-20-2012 14:42:17 EDT

Created By:
PLAN2

Creation Date:

07-20-2012 14:42:17 EDT

Contracts:

Contract ID Count

6. Action: Select Delete button on the top right hand corner of the screen. The following
message will be displayed:
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Figure 70: Delete a Draft Package

il Package ID: SUB0720201200039

Package Details Submissi

* Indicates Required Fields

Package Information

Package Type: *

SuB

Category: *

Category 2

arent O

Message from webpage

I Package SUB0720201200039 has been successfully deleted.
.

+ /ST PP

Total Submission Count:

m Save and Submit

7. Action: Select Ok.

4.3.8 Tracking a Package

A Package can be tracked in the eRPT application by referring to the status of the Package.
The following are the status values that are supported in the eRPT application:

o Draft -When a Package has been created but not yet submitted within the eRPT
application.

e Pending Approval- When a Package is submitted by the Plan Users but is awaiting
Approval Letter from the RO Account Manager or CMS Central Office. This status is
applicable only for a Category 3 and Special Submission Package.

e Open- When a Submission Package is submitted to eRPT and ready for the RPC to
download or when a Review Package is uploaded for a Plan User to respond.

e Completed- When a EDV review Package is submitted by the Plan user with all of the
Response documents.

¢ Downloading- When the RPC is downloading the Package.

e In Process- When the RPC is processing the Package.
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o Closed- When a Package review has been completed by the RPC, the Package status
will be marked as closed.

1. Action: Select Search on top right of the screen.
2. Action: Select following options for Search Criteria:
a. Search For - Select Submission Package from the dropdown.
b. Date
i. From - Enter the beginning date for search.
ii. To - Enter the end date for search.
Package ID - For our example we will leave it blank.
Category - Category 2 (Default value for Submission Package Search).
Status - Select ‘All' from the dropdown.
Parent Organization: - Select ‘All’ from the dropdown.

~® Qo0

Note: The fields required in the search criteria are marked with an asterisk (*).

3. Action: Select Search.
4. A user can view the status of a Package in the Results grid as shown below:

Figure 71: View Package Status

Criteria

Search For.* Category Contract D
Submission Packages N Al N 0
Date:* Package ID

From 10-01-2013  To: 01-22-2014

Status.
Al
Parent Org
Al
Ex
Results
Result Count - 14
Type Category D 1 — Submission Date
suB Category 2 SUB0121201400001 Closed 01-21-2014
SuB Category 2 SUB0106201400006 Closed 01-06-2014
SuB Category 2 SUB0106201400005 Closed 01-06-2014
SuB Category 2 SUB1226201300014 Draft
suB Category 2 SUB1220201300002 Draft
SuB Category 3 SUB1122201300248 Rejected
SuB Category 3 SUB1118201300229 Pending Approval
SuB Category 3 SUB1118201300227 Rejected
SuB Category 3 SUB1115201300225 Rejected
SuB Category 3 SUB1115201300224 Rejected

5. The user can double click on a Package to view the Package Details. The status of
that Package will be displayed as shown below:

73



CMS XLC Using the System

Figure 57: View Package Status in Package Details

Package ID: SUB0719201200030

[ e — —
ge Detail

(]
SUB0719201200030

Type:
Submission

Category:
SPECIAL

arent Org:
AIDS Healthcare Foundation

Last Updated By:
RPC

Last Updated
07-20-2012 14:06:02 EDT
Created By:
PLAN1

Creation Date

07-19-2012 20:29:40 EDT

Submission Date:
07-19-2012 20:29:42 EDT
Contracts:

Contract ID  Count

6. The Status field confirms the Package is in a Downloading status.

439 View Response Documents added by the RPC via Actions

All Submission and Transaction Inquiry Packages submitted to the eRPT application by the Plan
Users will be available for the RPC users to download and provide Response documents.
Following are the Response Documents that are added by RPC for Plan users:

¢ Final Disposition Reports (FDR)

¢ RPC Error Report Notification

e RPC File Upload Error Report

¢ RPC Transaction Inquiry Response

All response documents to a submission Package are added for a particular Plan contract. The
response documents added on a package can be viewed only by users who have access to the
package. When a response document is added by the RPC contractor, the package creator
and proxy user will receive a notification within the eRPT application and an email in their email
account with similar message. Following are the different notifications the users will receive
when a response document is added by RPC for a submission Package,

e There is an FDR(s) uploaded by RPC for Package {0}
e There is an Error Report uploaded by RPC for Package {0}
e There is an Inquiry Response uploaded by RPC for Package {0}.

The Package creator and proxy users will receive the following action when he/she receives a
response document from RPC for a Transaction Inquiry Package:

e There is an Inquiry Response uploaded by RPC for Package {0}.

74



CMS XLC Using the System

Note: {0} holds the Package ID to which the response document was added by RPC.

In addition to the above response documents, RPC will also add Follow-on FDR document. The
Follow-on FDR document will be an independent document and will not be added to a Package.
The Follow-on FDR document will be added for a contract number and all the users who have
access to the contract number will receive an action/notification and an email notification and
will have access to the document. The plan user will receive the following message for follow-on
FDR:

o A Follow-On FDR has been added to the system for contract {0}.
Note: {0} holds the Contract ID to which the Follow-on FDR document was added by RPC.

In this section, we will discuss the steps to view response documents added by RPC via the
action list.

1. Login to the eRPT application.
2. The Actions tab will be the landing page for the users and will display the lists of
actions for the user.

Figure 58: View Response Documents via Actions

Create Package

Package SUB0130201400017 has been rejected by (
There is FDR(s) uploaded by RPC for Package SUB01302
2014 14:03:02 There is an Emor Report uploaded by RPC for Package SUB0130201400018.
2014 14:27:36 ‘There is FDR(s) upioaded by RPC for Package SUB0130201400021

2014 14:27:37 ‘There is an Error Report uploaded by RPC for Package SUB0130201400021
Package SUB0130201400008 has been rejected by CMS Regional Office user CMS Regional Offce 1 User. Please contact the Regional Office user for additional information

RPC successfully downloaded the package TIQ0130201400004.

There is an Inquiry Response uploaded by RPC for Package TIQ0130201400004.

Package SUB1107201300150 has been rejected by CMS Regnal Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information

A Follow-On FDR has been added to the system for contract H3204

A Follow-On FDR has been added to the system for contract H3204.

Acknowledge Selected Actions | View Selected Action § Clear Selected Actions

3. Action: To view the document the user should select a checkbox for the action that
they would like to view. For our example let’s select action for Error Report.
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01222014 145755
01222014 145756
01302014 130549
01:30:2014 140858
01302014 14:09.02
01:30:2014 142736
B 01302014 142737
T 01:30:2014 14:38:00
[ 01:30:2014 144348
[ 01302014 144349
2242014 10:1320
03042014 15:5309
T 03042014 155315

e

Date Received

Figure 59: View the Response Documents via Actions

_

Message
A Follow-On FDR has been added to the system for contract H3204.
A Follow-On FDR has been added to the system for contract H3204.
Package SUB0130201400017 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information.
‘There is FDR(s) uploaded by RPC for Package SUB0130201400018
‘There is an Emor Report uploaded by RPC for Package SUB0130201400018.
‘There is FDR(s) uploaded by RPC for Package SUB0130201400021
Thete is an Enror Report uploaded by RPC for Package SUB0130201400021
Package SUB0130201400008 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for addtional information
RPC successfully downloaded the package TIQ130201400004
There is an Inquiry Response uploaded by RPC for Package TIQ0130201400004.
Package SUB1107201300150 has been d by CMS Regional Office user CMS Regional Ofice 1 User. Please contact the Regional Ofice user for addtional information.
A Follow-On FDR has been added to the system for contract H3204.
A Follow-On FDR has been added to the system for contract H3204.

Acknowledge Selected Actions | View Selected Action § Clear Selected Actions

4. Action: Select the View Selected Action button.
5. The Package will be displayed to the user.

Note: Here if the document is not added on the package for example Follow-On FDR, then the

document will be displayed to the user.
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Figure 60:

View Response Documents via Actions

Package ID: SUB0130201400018

I Package Details I S ission Di T D

Package Details

D
SUB0130201400018

Type:
Submission

Category:

Category 2

Farent Org
ATRIO Health Plans

Total Submissions:

1

Contracts:
Contract ID % Transaction Type
H4152 Ret Enrl

Status:

Closed
Proxy Users:
User Id User Name
PLAN1A PLAN 1A TEST USER
PLANZ PLAN 2 TEST USER

Last Updated By:

RPC
Count

1 Last Updated
01.30-2014 19:09:11

Created By
PLAN1

Creation Date:
01-30-2014 18:56:35

Submission Date:
01-30-2014 18:57:30

Download Date:

01-30-2014 19:08:54

6. Action: Select Response Documents Tab to view the documents added by RPC.
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Figure 61: View Response Documents via Actions

Package ID: SUB0130201400018

+ Final Disposition Reports

+ Error Reports

7. Action: Expand Error Reports selection to view the documents as shown below:
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Figure 62: View Response Documents via Actions

Package ID: SUB0130201400018

» Final Disposition Reports

~ Error Reports
|} Filename Contract Error Trans Count Created Date
] TestDocument0_pdf H1415 5 20714-01-30 19:09:03 443497
[0 TestDocument0.pdf H1415 1 2014-01-30 19:09:02.022674

Total:

Download Selected Documents

8. The user will be able to view all the error report documents added by the RPC.

9. Action: To open and view the documents double click on the document to view it.
Download the document to the local computer by using the Download Selected
Documents button selecting the Save icon as shown below:
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Figure 63: View Response Documents via Actions

CENTERS for MECSCARY 8 MEDICAD SERVXES

Centers for Medicare & Medicaid Services
Office of Financial Management — Financial Services Group

7500 Secunty Blvd
Daltsviiara AN I8 8 198N

4310 Search & View Response Documents

The Search feature in the eRPT application can also be used for searching the following types
of documents:

e Final Disposition Reports
e Follow-on Final Disposition Reports
o Error Reports
o Letters
In this section, we will discuss the steps to search and view documents.

1. Login to the eRPT application.
2. Action: Select Search.
3. Enter the search criteria to retrieve the response documents,
a. Search For - Select Final Disposition Reports from the dropdown
b. Date
i. From - Enter the beginning date for search
ii. To - Enter the end date for search
Package ID - For our example we will leave it blank
Parent Organization: - Select ‘All' from the dropdown.
e. Contract ID - For our example we will leave it blank

2o
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Figure 81: Search & View Response Documents

ate:*
From: 07-01-2012 To: 09-30-2012

4. Action: Select Search.
5. The results meeting the search criteria will be displayed in the result grid.

Figure 64: Search & View Response Documents

From: 07-01:2012 To' 09-30-2012

Results

] Contract Successful Trans Count Failed Trans Count
SUB0719201200016 HOMT
SUB0719201200016 HOMY
SUB0719201200026 H1415
SUB0719201200026 H0819

6. Action: Double click on the document in the result grid to view it. The document will
open as shown below. Download the document to the local computer by selecting
the Save icon as shown below:
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Figure 83: Search & View Response Document

CENTERS fov MECSCARY 8 MEDICAD SERYXES

Centers for Medicare & Medicaid Services

Office of Financial Management — Financial Services Group
7500 Secunty Blvd

Daltsviiarva AN 19464 198N

4311 Add Response Documents to Review Package

Responses to Review Packages include Plan documentation supporting EDV Review Requests,
or other Reviews designated by CMS. In the following section we will discuss how a Plan User
can:

e Search for Review Packages
e Access Review Packages via Actions
e Complete Review Packages with Response Documents

4.3.11.1 Search for Review Packages

1. Login to the eRPT application.
2. Action: Select Search on top right corner of the screen.
3. Action: Enter following search criteria to perform the search:
a. Search For: Select Review Package from the drop down.
b. Date: Select the date range for the search. Use the date available in the
notification to determine the date range for the Review Package.
c. Package ID - Package ID can be found from notifications.
d. Category: Select the appropriate Category Code. The Review Package
Category will be available in the notifications.
e. Status: Select Open from the drop down.
f. Parent Org: Lists all the Parent Organizations.
. Contract ID: It is an optional field. Enter the contract ID.
4. Action: Select Search.
5. Search results will be displayed in the results grid.
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Figure 65: Search Review Package

* Indicates Required Field

Criteria-

SearchFor.* Category:
Review Packages B Al
Date:* Package D
From 01012014 To: 03052014
Status:
Al 5
Parent g
Al
Result Count - 14
Type Category
EDV-E8D RVWWI305201400014 Open 0352014
EDV- MARX_UI RVWI212201400013 Closed 02122014
EDV - MARX_UI RVWI212201400012 Closed 02122014
EDV - MARX_UI RVWI212201400011 Closed 02122014
EDV - MARX Ul RVWI212201400010 Closed 02122014
EDV - MARX_UI RVWI212201400009 Closed 02122014
EDV - CANCELLATIONS RVWI212201400008 Closed 02122014
EDV - MARX_UI RVWI206201400007 Open 02062014
RVWI205201400006 Open 02052014
RVWW0130201400005 Open 01302014
EDV-E8D RVWO130201400004 Closed 01302014
EDV-E8D RVW0122201400003 Open 01222014
EDV - MARX UI RVWO103201400002 Open 01032014
EDV - MARX_UI RVWO102201400001 Open 01022014

6. Double click on the EDV Review Package in the search results to open the Package.
The Package will open as shown below:
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Figure 66: Search Review Package

Package ID: RVW0305201400014 m

Package Details

ID: Status:
RVW0305201400014 Open

Type: Last Updated By:
Review ERPTCO

Category: Last Updated
EDV - E&D 03.05.2014 17:55:48

Parent Org Created By:
Acension Health ERPTCO

Contract Number: Creation Date:

H1415 03052014 17:54:04

Submission Date:
03052014 17:55:48

7. Action: Select Submission Documents tab.
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Figure 67: Search Review Package

x
Package ID: RVW0305201400014

+ Package Documents

8. Action: Expand Package Document to view the documents submitted by RPC.
Depending on the internet speed and size of the document users may see the following
screen with downloading action:
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Figure 68: Search Review Package

Package ID: RVW0305201400014 m

[ Package Details I Submissi

~ Package Documents

Note: Please wait for the downloading action to be completed to view the documents.

9. Once the downloading action is completed the documents submitted by RPC will display
on the user interface as shown below:

86



CMS XLC Using the System

Figure 69: Search Review Package

Package ID: RVW0305201400014 m

~ Package Documents
|} Filename Document Type
] TestDocument5. pdf Enrollment Data Validation (EDV) Request Spreadshest

Download Selected Documents

10. Action: Double click on the document to view it. Depending on the browser the user will
see the following pop-up window
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Figure 70: Search Review Package

2 ™
Windows Internet Explorer ﬂ

What do you want to do with
RVW0313201300014_A1001001A13C13B02456H94744....

Size: 272 KB
Type: Microsoft Excel 12
From: swaar

< Open

The file won't be saved automatically.
= Save

2 Save as

Cancel
[

11. Action: Select Open. Depending on the browser the user will see the following pop up
window.

Figure 71: Search Review Package

- b
Windows Security ﬁ

Connect to erpt.cms.hhs.gov
Connecting to erpt.cms.hhs.gov

[User name ]

| Pazzword |

["] Remember my credentials

| ok || cancel

e

12. Action: Select Cancel. The document will open has shown below.
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Figure 72: Search Review Package
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=l Ao Tio s A x| e | v o = i R Autosum -
r bl Avist 10~ AN ==l ® = wapTet Genen rﬂ Bad Good Neutral Ly r &
P promatpanter B L U S EER R FMegeacentes $ % v (B3 Input Note & cioar -
125 - I3 .

A B c D | E F G i [ N ) 3 Q R | =5 T 1] v

K T I =
AlohaCare/Wiesel, Rebecca - E&D
2
REGION| TRANSACTION_ID | TIC | TRC | TRANSACTION | CONTRACT | PeP HICN UASTNAME | FIRSTNAME | EFFECTIVE DATE | APPLICATION | ELECTION | EGHP | EMPLOYER | CREDABLE | ESRD | ESRD | DISENAL. | OUTOF | ENROLLMENT
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13. Action: To save the document to local repository. Select File -> Save As.

Figure 73: Search Review Package
@ Save As S u1

mﬂ |+ Libraries » Documents » ERPT » EDV ~ [ 43| search £DVv ol
-

Organize v Mew folder g - @

Documents libra .
il Libraries EDV ry Arrange by:  Folder ~

@ Documents

J’ Music Mo items match your search.
[E5] Pictures

B videos

ﬂ% Hemegroup

18 Computer
£, Local Disk (C3)

—a New Volume o)

[ SN, S
File name:  RVW0313201300014_A1001001A13C12B01816H73365.x1s -
Save as type: [Excel 97-2003 Workbook (*.xls) -
Authors: vinutha Tags: Add atag Title: Add a title

[ Save Thumbnail

= Hide Folders Tools - [ Save ] ’ Cancel ]

14. Action: Select Save. The document will be saved in the local repository selected by the
user.
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4.3.11.2 Access Review Packages via Notifications

1. Login to the eRPT application.
2. The Actions will be the landing page for the users as shown below:

Figure 74: Access Review Package via Actions

Creats Package

Date Received Message
02272014 120330

0304-2014 16:31:22
03052014 125652
03062014 09:54:21
03062014 10.0256

3. Action: Select a checkbox for the notification you would like to view.
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Figure 75: Access Review Package via Actions

_

Date Received Message
I 02:27:2014 12:03:30 Package SUB0227201400028 has been rejected by CMS Central Ofice user CMS Central Ofice User. Please contact the Central Ofice user for additional information

RPC successfully downloaded the p: 0!
o3 There is an EDV Regues 5201 m CMS Central Office.
I 03-06-2014 09:54:21 There is an EDV - CAl = VW0306201400015 from RPC.
[ 03-06-2014 10:0256 There is an EDV - CANCELLATIONS request RVW0306201400016 from RPC.

Acknowledge Selected Actions § View Selected Action || Clear Selected Actions

4. Action: Select the View Selected Action button.

Figure 76: Access Review Package via Actions

Package ID: RVW0306201400016 m

Package Detail

: Status:

RVW0306201400016 Open

Type: Last Updated By

Review RPC

Category: Last Updated

EDV - CANCELLATIONS 03-06-2014 15:02:55

Parent Org Created By:

Aegon N.V. RPC

Contract Number: Creation Date:

H1415 03-06-2014 15:02:55
Submission Date
03.06-2014 15:02:55
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5. Action: Select Submission Documents tab.

Figure 77: Access Review Package via Actions

x

Add Documents

Package ID: RVWW0306201400018

[ Package Details I Submission D I Resp

» Package Documents

=

6. Action: Expand Package Document to view the documents submitted by RPC.
Depending on the internet speed and size of the document users may see a screen with
downloading action.

7. Once the downloading action is completed the documents submitted by RPC will display
on the user interface as shown below:
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Figure 78: Access Review Package via Actions

I, .
x

Package ID: RVW0306201400016 m

~ Package Documents

B Filename Document Type
[C] ATRIO Health Plans_Visco.Jessica_EDV - CANCELLATIONS .xlsx Enrollment Data Validation (EDV) Request Spreadsheet

Download Selected Documents

8. Action: Double click on the document to view it.
9. Depending on the browser the user will see the following pop-up window.

Figure 79: Access Review Package via Actions

Opening REVWO0306201400015_A1001001A14C06A05407B 74832 xlsx @

You have chosen to open:

] RVW0306201400015_A1001001A14C06A95407B74832.xlsx

which is: Microsoft Excel Worksheet (8.6 KB)
from: http://=waar:9086

What should Firefox do with this file?

Microsoft Excel (default) -

i) Sawve File

[T Do this auternatically for files like this from now on.

[ Ok ]| Cancel |
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10. Action: Select Open. Depending on the browser the user will see the following pop up
window.

Figure 80: Access Review Package via Actions

s A
Windows Security ﬁ

Connect to erpt.cms.hhs.gov
Connecting to erpt.cms.hhs.gov

T 1 | Uzer name |

| Paszword |

[7] Remember my credentials

| ok || cancel

e

11. Action: Select Cancel. The document will open has shown below.
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Figure 81: Access Review Package via Actions
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REGION | TRANSACTIONID | TTC | TRC | TRANSACTION | CONTRACT | PBP HICN LASTNAME | FIRSTNAME | EFFECTIVEDATE | APPLICATION | ELECTION | EGHP | EMPLOYER | CREDITABLE | ESAD | ESRD | DISENAL | OUTOF | ENROLLMENT
oare NuMBER oA Tvee sussioy | coverace OvERRIOE | REASON | AREA souRce
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12. Action: To save the document to local repository. Select File -> Save As.

Figure 82: Access Review Package via Actions

Save As - — . — ﬂ‘

mﬂ .+ Libraries » Documents » ERPT » EDV - |¢,|| Search EDV ol

Organize v Mew folder g - @

o Documents library
. Libraries EDV

@ Documents

Arrange by:  Folder ~

J’ Music Mo items match your search.
[E5] Pictures

B videos

Ql% Hemegroup

18 Computer
£, Local Disk (C3)

—a New Volume o)

[ SN,

File name:  RVW0313201300014_A1001001A13C12B01816H73365.x1s R

Save as type: [Excel 97-2003 Workbook (*.xls) -

Authors: vinutha Tags: Add atag Title: Add a title

[ Save Thumbnail

= Hide Folders Tools - [ Save ] ’ Cancel ]

13. Action: Select Save. The document will be saved in the local repository selected by the
user. The user can also use “Download Selected Documents” button to save the
documents on the local repository.
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4.3.11.3 Complete Review Package with Response Documents

1. Action: Search for Review Package by following steps in section 4.3.11.1 to search for
Review Package.
2. Action: Double click on the Package to open and view the Package.

Figure 83: Complete Review Package with Response Documents

Package ID: RVW0306201400015
—— Package Details

ID: Status.

RVW0306201400015 Open

Type: Last Updated By:

Review RPC

Category: Last Updated:

EDV - CANCELLATIONS 03-06-2014 14:53:56

Parent Org: Created By:

Aegon N.V. RPC

Contract Number: Creation Date.

H1415 03-06-2014 14:53:59
Submission Date:
03-06-2014 14:53:96

3. Action: Select Add Documents. The following window will be displayed:
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Figure 84: Complete Review Package with Response Documents

Package ID: RVW0306201400015

1) Select files
Addfiles to the upload queue and click the start button

Document Type Filename Status

© Add Files 0%

Accepted File Types: pdf. xls, xsx
Max File Size: 40mb

4. Action: Select Add Files. Windows Explorer pop-up window will be displayed to select
the documents as shown below:
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Figure 85: Complete Review Package with Response Documents

. ¢ Libraries » Documents » ERPT » ValRoundTrip0l
Organize = New folder ] l@l
't Favorites Documents library Amangeby: Folder ~
ValRoundTrip01 B I
— |ibrari
- 3' ranes 11234567890, pdlf
£ D t
J peuments 11234567801 pof
@' Musi
uste 111234567892, pdf
Pict =
I Pictures = 1234567803, pof
B videos
Q% Homegroup
M Computer
&, Local Disk (C:) m
a MNew Volume (D)
g% CASPCM (\10.1.1.11\Shared) |
K Jo's iPhone
€ Network i
File name: - ’PDFs v]
[ Open |v] [ Cancel ]
L———————— =

5. Action: Select the files you want to add for the document and select Open. The selected
document will display in the user interface.

Note: The Plan Users will not need to upload the EDV Validation Spreadsheet that they
received from the RPC.
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Figure 86: Complete Review Package with Response Documents

Package ID: RVW0306201400015 Finished Adding Docs

1) Select files
‘.' Add files to the upload queue and click the start button.

Document Type Filename

Status
RPC Supporting Documentation 1234567890.pdf 0 @
RPC Supperting Documentation 1234567891.pdf 0 @
RPC Supporting Documentation 1234567892.pdf 0% @
RPC Supporting Documentation 1234567893.pdf 0 @

[ °4mes e I osmnuu‘mu —

Accepted File Types: pdf. xIs, xlsx

Max File Size: 40mb

6. Action: The default Document type-“RPC Supporting Documentation” is
automatically selected.
7. Action: Select Start Upload.
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Figure 87: Complete Review Package with Response Documents

4file(s) uploaded and saved successfully.

-

8. Action: Select OK.

9. Action: To view the documents uploaded on the package select Finished Adding
Docs. Depending on the internet speed and size of the document users may see the
following screen with downloading action.
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Figure 88: Complete Review Package with Response Documents

x
Package ID: RVW0306201400015 m

[ Package Details I Submissi

- Package Documents

Note: The documents will display on the user interface once it has been downloaded.

10. Action: The users will see Package Documents selection once the download action on
the user interface is completed. Expand Package Documents by selecting the red arrow.
All the documents uploaded by the user will display as shown below.
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Figure 89: Complete Review Package with Response Documents

X

Package ID: RVW0306201400015

~ Package Documents

B Filename Document Type
[C] 1234567890.pdf RPC Supporting Documentation
[T] 1234567891 . pdf RPC Supporting Documentation
[ 1234567892, pdf RPC Supporting Documentation
=} 1234567893 _pdf RPC Supporting Documentation

MY AN X

Download Selected Documents

Note: You may see downloading action when you expand the Package Documents or Package
Details depending on the internet speed. The downloading action will not save the documents
on your local machine and you will need to manually download the documents if you want.

11. If the user wants to upload additional documents repeat step 3 to 8. If the user wants to
delete any uploaded documents please contact the MAPD Help Desk and create a
ticket.

12. Action: Select Submit if you have completed adding all the documents or select
Finished Adding Docs to switch to View Mode.

13. Action: Select Submit. The following message will be displayed:
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Figure 90: Complete Review Package with Response Documents

Are you sure you want to submit RVW0306201400015?

14. Action: Select OK.
15. The Package status will be updated to Completed and will be available for RPC to
download and process.

Note: If the package was submitted by mistake and the users had additional documents to
upload, they can contact the MAPD Help Desk at mapdhelp@cms.hhs.gov or 1-800-927-
8069 to reopen the review package.

4.4 Actions

Actions are messages sent to users to notify them about an action that has been completed on
the Package.
Actions are created within the eRPT application when:

¢ A Response document is added by the RPC for the Plan or for CMS Regional Office to
review.

e A Category 3 Submission Package is rejected by the Regional Office user.
e If a CMS Central Office user deletes a Package created by the Plan User.
¢ When RPC downloads the package.

The following table lists all the notifications that a user can receive based on the RPC response:
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Table 2: eRPT Actions

RPC Download a Submission or RPC successfully downloaded package
Transaction Inquiry or EDV <XXX>.

The package <XXX> has been deleted by CMS
Central Office user "CMS Central Office User
Name". Please contact the user if you have any
Package Delete Notification guestions.

The package <XXX> has been rejected by
"Package Approver Name". Please refer to
Package Reject Notification Package Rejection notes for any clarification.

There is FDR(s) uploaded by RPC for Package
FDR Uploaded <XXX>.

There is an Inquiry Response uploaded by
RPC Inquiry Response RPC for Package <XXX>.

There is an Error Report uploaded by RPC for
Error Report Uploaded Package <XXX>.

There is an EDV - <EDV Request Description>
EDV Request Request "xxxx" from RPC.

A Follow-On FDR has been added to the
Follow-on FDR Notification system for contract <XXX>.

In the following sub-sections we will discuss:

e Acknowledge Selected Actions
e View Selected Actions
e Clear Selected Actions

441 View Selected Actions

The view selection actions button is used to view the package or document that is associated
with the action. In this section, we will walk through the steps on how to use view selected
action button.

1 Login to the eRPT application.
2 The Actions will be the landing page for the users as shown below:
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Figure 91: View Actions

B o ' e
Cems o 3

_

Date Received Message
01222014 145755 A Foliow-On FDR has been added to the system for contract H3204
01222014 145756 A Follow-On FDR has been added to the system for contract H3204
01302014 13,0549 Package SUB0130201400017 has been rejected by CMS Regional Office user CMS Regional Ofice 1 User Please contact the Regional Office use for additional information
01:30:2014 14:08:58 ‘There is FDR(s) uploaded by RPC for Package SUB0130201400018
01:30:2014 14.09.02 There is an Exror Repont uploaded by RPC for Package SUB0130201400018
01:30-2014 14:2736 There is FDR(s) uploaded by RPC for Package SUB0130201400021
01:302014 142737 There is an Error Repodt uploaded by RPC for Package SUB0130201400021
01:30:2014 14:3800 Package SUB0130201400008 has been rejected by CMS Regional Office user CMS Regional Ofice 1 User. Piease contact the Regional Office user for additional information
01:30:2014 144348 RPC successtully downloaded the package TIQ0130201400004
01:30:2014 14:4349 There is an Inquiry Response uploaded by RPC for Package TIQ0130201400004
02:24-2014 101320 Package SUB1107201300150 has been rejected by CMS Regional Office user CMS Regional Office 1 Usar. Please contact the Regional Ofice user for addtional information
03:04-2014 15:63.09
03042014 15:53:15 A Follow-On FDR has been added to the system for contract H3204

Acknowledge Selected Actions | View Selocted Action || Clear Selectod Actions

3 Select checkbox of the action that you want to view as show below:

Note: The user can also double click on the actions row to view the package or document
associated with the action.

Figure 92: View Actions

Creats Package

Message
-0n FOR has been added to the system for contract H3204
A Follow-On FDR has been added to the system for contract H3204
2014 13.05:49 Packags SUB0130201400017 has boen rejectsd by CMS Regional Ofice user CMS Regional Ofics 1 Ussr Plsase contact the Regional Office user for addtional inormation
2014 14.08:58 There is FDR(s) uploaded by RPC for Package SUBO130201400018
2014 14:09.02 There is an Errar Report uploaded by RC for Packags SUB0131201400018
01:30-2014 14.27.36 Thoe is FOR(s) uploaded by RPC for Package SUB0130201400021
01302014 142737 There is an Error Report upioaded by RPC for Package SUB0130201400021
0130201 14:38.00 Packags SUB0130201400008 has been rejected by CMS Regional Ofice user CMS Regonal Ofics 1 User Plsase contact the Regional Office user for addiional information
01:30.2014 144348 RPC successhly downioaded the package TI0130201400004
01302014 124349 There is an Inquiry Response uploadd by RPC for Package TIQ0130201400004
(SR Package SUBT07201300150 has been rejected by CMS Regional Office user CMS Regional Office 1 User Please contact the Regional Ofica user for additional information
9] 03042014 1556309 #-On FDR has been added 1o the system for contract H320¢

03-04-2014 15:53:15 w-On FDR has been added to the system for contract H3204

Acknowledge Selected Actions ] View Selected Action | Clear Selected Actions

4 Depending on the type of action the user will be displayed with either the document
or package. For our example: the action selected was for Follow On FDR and hence
the document will be displayed to the user as shown below:
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Figure 93: View Actions

@ Microsoft Word - S — e — o

TESTO Document

442 Acknowledge Selected Actions

The acknowledge selected actions button is used to mark an action as completed. The user can
select 1 to many notifications to mark them as acknowledged. In this section, we will walk
through the steps on how to use acknowledge selected action button.

1 Login to the eRPT application.
2 The Actions will be the landing page for the users and all the actions belonging to the
current user will be displayed:
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Figure 94: Acknowledge Selected Actions

Date Received

01222014 145755 A Follow-On FDR has been added to the system for contract H3204

01222014 14:57:56 A Follow-On FDR has been addsd to the system for contract H3204

01302014 13,0549 Package SUB0130201400017 has been rejected by CMS Regional Office user CMS Regional Office 1 User Piease contact the Regional Office use for additional information

01:30:2014 14:08:58 Thers i FDR(s) uploadsd by RPC for Package SUB0130201400018

01:30:2014 14.09.02 There is an Error Report uploaded by RPC for Package SUB0130201400018

01:30-2014 14:2736 There is FDR(s) uploaded by RPC for Package SUB0130201400021

01:30:2014 14.27.37 There is an Error Repod uploaded by RPC for Package SUB0130201400021

01:30:2014 14:3800 Package SUB0130201400008 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Piease contact the Regional Office user for addtional information

01:30:2014 144348 RPC sstully downloaded the package TIQD130201400004

01:30:2014 14:4349 There is an Inquiry Response uploaded by RPC for Package TIQ0130201400004

02:24-2014 101320 Package SUB1107201300150 has been rejected by CMS Regional Office user CMS Regional Office 1 Usar. Please contact the Regional Ofice user for addtional information
71 03-04-2014 15:5309

03-04-2014 15:53:15 A Follow-On FDR has been added to the system for contract H3204

Acknowledge Selected Actions | View Selocted Action || Clear Selectod Actions

3 Action: Select the checkbox of the notification/action you want to acknowledge.

Figure 95: Acknowledge Selected Actions

Creale Package

Date Received

0 01-2-2014 145755 A Follow-On FDR has been added to the system for contract H3204.
[ 01-22:2014 145756 A Follow-On FDR has been added to the system for contract H3204.
[T 0130-2014 13:05:49 Package SUB0130201400017 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information.
[T 01:30-2014 140858 There is FDR(s) uploaded by RPC for Package SUB0130201400018
¥ 01:30-2014 14:09.02 ‘There is an Emor Report uploaded by RPC for Package SUB0130201400018.

01-30-2014 14:27:36 ‘There is FDR(s) uploaded by RPC for Package SUB0130201400021
[0 01302014 142737 ‘There is an Emor Report uploaded by RPC for Package SUB0130201400021
[ 0130-2014 14:38:00 Package SUB0130201400008 has been rejected by CMS Regional Ofice user CMS Regional Office 1 User. Please contact the Regional Office user for additional information.
7] 01:30-2014 14:4348 RPC successfully downloaded the package TIQ0130201400004
] 0130:2014 14:4349 There is an Inquiry Response uploaded by RPC for Package TIQU130201400004
0 02242014 10:1320 Package SUB1107201300150 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information
¥ 03042014 15:53.09 A Follow-On FDR has been added to the system for contract H3204.
[0 03:04-2014 155315 A Follow-On FDR has been added to the system for contract H3204.

Acknowledge Selected Actions || View Selected Action J§ Clear Selected Actions
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4 Action: Select Acknowledge Selected Actions.
5 The messages will disappear from the actions tab window as shown below:

Figure 96: Acknowledge Selected Actions
T oo

CINTERS FOR MEDICARY & MEDICAID SERVICE

Date Received
I 01-22-2014 145755 A Follow-On FOR has been added to the system for coniract H3204.
[ 01-22:204 145756 A Follow-On FDR has been added to the system for contract H3204.
[ 01302014 130549 Package SUB0130201400017 has been rejected by CMS Regional Offce user CMS Regional Office 1 User. Please contact the Regional Office user for addtional information
[ 01-30-2014 14:08:58 There is FDR(s) uploaded by RPC for Package SUB0130201400018
1 01:30-2014 142736 There is FOR(s) uploaded by RPC for Package SUB0130201400021
[ 01302014 142737 There is an Emor Report uploaded by RPC for Package SUB0130201400021
[ 0130:2014 14:38:00 Package SUB130201400008 has been rejected by CMS Regional Offce user CMS Regional Office 1 User. Please contact the Regional Office user for additional information
[ 01302014 144349 There is an Inquiry Response uploaded by RPC for Package TIQ0130201400004
0222014 10:1320 Package SUB1107201300150 has been rejected by CMS Regional Office user CMS Regional Ofice 1 User. Please contact the Regional Office user for addtional information
[ 03042014 15:53:15 A Follow-On FDR has been added to the system for coniract H3204.

Acknowrledge Selected Actions J View Selected Action J Clear Selected Actions

6 If the user decides not to acknowledge the actions he can select Clear Selected
Actions button to uncheck all the checkbox for the actions.
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4.4.3 Clear Selected Actions

The Clear Selected actions button is used to uncheck the checkbox for the selected
notification if a user decides to not acknowledge or view a selected action.

4.5 Convert 'xIsm' document to 'xIs' document

In the eRPT application a user can upload documents which are available only in the following
formats:

e PDF documents - Documents with.pdf extension.
e Excel documents - Documents with .xIs or .xIsx extension.

In this section, we will discuss how documents with unsupported excel formats like 'xlsm' can be
converted to acceptable formats to upload in the eRPT application. For our example, we will
discuss how to convert the RPC submission spreadsheet that is available on the Reed &
Associates website in 'xlsm' format to 'xIs' format. An ‘xlsm’ document can be identified by its
extension. This type of document will have the extension “.xlsm” as shown in Figure 94.

Figure 97: xIsm Documents

Organize = |z| Open = Share with = Print E-mail Burn MNew folder
: ¢ Favorites Documents library
ERPT
» | Libraries | ERPT Prod
B EDV Validation Spreadsheet - Copy.xls
s ol H
4 omegroup @EDVValidation Spreadsheet.xlsx

& Import File REINSTMT xlsm
IEJProp0sed_RPC_Status_Request_template.xls
ERegic-r1aI_Office_Apprnval_Leﬁer_&amplﬂ.pdf
ERegiDnaI_Of‘ﬁce_Approval_Letter_ExampIeE.pdf
roval Letter.pdf
ERPC Submission Spreadsheetxlsm
il upporting Documentation.p
ERPC Supporting Documentationl. pdf
ERPC Supporting Documentation. pdf
ERPC Supporting Documentation3. pdf
ERPC Supporting Documentationd. pdf
ERPC Supperting Documentation5. pdf
EScar1r1ed_document_03-02-2012_15-14-03.pdf
ESubmission_Co\rer_Letter.pdf

> 1M Computer

» t?I_-I Metwork
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Note: Please convert the RPC Submission Spreadsheet document to xlIs after it is been
completed with all the required information and validated using the validation function available

within the spreadsheet.

451  Steps to convert 'xlsm' to 'xIs'

1 Locate the complete RPC Submission Spreadsheet on your local directory.

Figure 98: Steps to convert 'xlsm' to 'xls’

Organize * @ Open =

» { Favorites

> 4 Libraries

> @& Homegroup
> 1M Computer

] Qi_ni Metwork

Share with « Print E-rnail Burn Mew folder

Documents library
ERPT

) ERPT Prod

EEDV Validation Spreadsheet - Copy.xls
IzﬂED‘ur Validation Spreadsheet.dsx
EImport File REINSTMT xlsm
@JProp0sed_RPC_Status_Request_template.xls
@RegiDnaI_Of'ﬁce_Approval_Letter_ExampI?_‘l..pdf
'@Regic-r1aI_Of‘ﬁce_Apprwal_Letter_&ampI&.pdf

RO Approval Le_tter.pdf
ERPC Submission Spreadsheetxlsm j

RPC Supperting Documentation. pdf
@RPC Supporting Documentationl. pdf
'@RPC Supporting Documentation. pdf
@RPC Supperting Documentation3. pdf
'@RPC Supporting Documentationd. pdf
@RPC Supporting Documentation5. pdf
@Scanr1ed_d0cument_03-02-2012_15-14-03.pdf
'@Submission_Cover_Letter.pdf

2 Action: Open the RPC Submission Spreadsheet by double clicking on the

document.
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Figure 99: Steps to convert 'xlsm' to 'xls’

()" A

RPC Submission Spreadsheet slam - Microsch Excel

& cut

o G o

2a@o@ B

el dw A =mm ® [Fweere Tet 1 Mermal LIST.. Normal Toolk... | Normal Bad Good T = putasun ﬁr \ﬁ
23 Copy * ., B Era- L
Pt ey B4 U - A EER(EE Ehegeacen- | S - % o+ [ W | Neutrs Calculation Hypsrink o|| Tt elete Format| o Sertd Fnas
crpbeard Font 2 agnment cels o
1) Security Warming  Samé sctwe content has Deen cisabled. Clck fof more detsls, | Ensbie Content x
=) - 3 ~
A B c ) E F H [ ] 3 L ] N R s T U

G
Submission & Plan Summary Section - Comple info in yellow cel

Mailing Address

1

2 Category of Submission (2 or 3).
: .

4

5

City, State, Zip Code

Complete the Two Rows Below for all Category 3 Requests: (Do nof complete this section for Category

t Manager Name and Reglon #: Total Number approved: [ NG

Enroliments

cnmﬂ Fian Type | FBP | Sogment HiC | Tost Hame. | Firet_Hame. Flection w_&-q_m m Application
11 Number (select from list) Receipt Date.
o

mm/ddhyyy

3

SN AR R

k) Y0000 Al Ginger 82011 7152011

Action: Select File ->Save As.

Figure 100: Steps to convert 'xIlsm' to 'xls’

- "=

RPC Submission Spreadsheet.xlsm - Microsoft Excel

Insert  Pagelayout  Formulas  Data  Review  View

|l save

[l save As

Information about RPC Submission Spreadsheet

[ Open
o Close

Recent

MNew

Print

Save & Send

Help

] Options

B Exit

Ci\Users\winutha\Documents\ERPT\RPC Submission Spreadsheet.xlsm

Security Warning i —
» @ Active content might contain viruses and other security hazards. The following
content has been disabled:
neble Macros -
ontent ~
You should enable content only if you trust the contents of the file.
Properties -
Trust Center Settings
Leam more about Active Content sl 76,548
Title ElectronicSubmission SpreadSheet
Tags 1
Permissions Categories e
LJ%T} Anyone can open, copy, and change any part of this workbook, Aetated Dates
Protect Last Modified Today, 9:33 AM
o Created 12/13/2002 8:59 AM
Last Printed 12/1/2011 5:13 PM
= Prepare for Sharing Related People
(17| Before sharing this file, be aware that it contains: Author Les Lowrey
Comments s
Check for ) Add
— Document properties, printer path, author's name and related dates )
Last Modified By  vinutha
Headers and footers
Hidden columns Related Documents
Invisible objects
Content that people with disabilities are unable ta read ki Open File Location
Show All Properties
Versions
_( ] There are no previous versions of this file.
Manage
Versions ~

4

Save As pop up window will be displayed to the user as shown below:
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Figure 101: Steps to convert 'xlsm' to 'xIs'

R — Fumt . =

. » Computer » Local Disk (C:) » Users » vinutha » My Documents » ERPT » - Search ERPT P |
Organize MNew folder @
i%_‘_l Recent Places - Mame ‘ Date modified Type Size
I .. ERPT Prod 11/12/201212:21 ... File folder
. Libraries i . .
@ 7 " %ﬂ Import File REINSTMT xdsm 9/6/2012 4:27 PM Microsoft Excel M... 37KB
ocuments
J Musi E)] RPC Submission Spreadsheet.xdsm 12/27/20129:33 AM  Microsoft Excel M... TTKB
usic
I [E5] Pictures
B videos
& Homegroup
il Computer
&, Local Disk (C:)
= MNew Volume (D)
File name: -
Save as type: ’Excel Macro-Enabled Workbook (*axlsm) -
Authors: Les Lowrey Tags: Add atag Title: ElectronicSubmission SpreadSheet
[ Save Thumbnail
# Hide Folders Tools = | Save I ’ Cancel
(. d
. . ‘
5 Action: Select ‘Excel 97-2003 Workbook (*.xls) from Save as type dropdown.
H . 1 ’ 1 tl
Figure 102: Steps to convert ‘xlsm’ to ‘xIs
- = 1 1

(3] Save As  Excel Workbook ("xlsx)
e, Excel Macro-Enabled Workbook (*xlsm)
ﬂ Excel Binary Workbook (*xsb)
Organize = Ne XML Data (*xml)
Single File Web Page (*.mht;*.mhtml)
i&_‘_l Recent Places Web Page (*.htrm;*.html)

Excel Template (*.xlt)
Excel Macro-Enabled Template (*xltm)

i Libraries Excel 97-2003 Template (*.xi)
[5) Documents  Text (Tab delimited) (*.6¢)
. Unicode Text (*.txt)
J’ Music

I XML Spreadsheet 2003 (*xml)
(&5 Pictures Microsoft Excel 5.0/95 Workbook (*.xls)
= CSV (Comma delimited) (*.csv)
E s Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (")
#d, Homegroup  Text (M5-DOS) (“bd)
CSV (Macintosh) (*.csv)
CSV (MS-DOS) (*.csv)
Lo Computer DIF (Data Interchange Format) (*.dif)
7 - -+ SYLK (Symbolic Link) (*.slk)
& Local Disk (€, & (o0 (*xdam)
a New Volume ( Excel 97-2003 Add-In (*.xla)
PDF (*.pdf)
3 XPS Document (*.xps)
File name: OpenDocument Spreadsheet (*.ods)

Save as type: [El(cell Macro-Enabled Workbook (*.xlsm) -

Authors: Les Lowrey Tags: Add atag Title: ElectronicSubmission SpreadSheet

[[] Save Thumbnail

* Hide Folders Tools - I Save ] ’ Cancel

6 The new extension will be selected for the Save as type as shown below:
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Figure 103: Steps to convert 'xlsm' to 'xIs'

[l gm—  — —|

.. v Computer » Local Disk (C:) » Users » vinutha » My Documents » ERPT » Search ERPT p|

Organize « Mew folder

= Recent Places Mame

Date modified Type Size
— | ibrar . ERPT Prod 11/12/201212:21 ... File folder
ibraries
alidation Spreadsheet - Copy.xls 135 AN Wicrosoft Excel 97... 7
ﬁ@ 7 EDV Validation Spreadsh Copy.xl 9/14/2011 8:55 AM Mi ft Excel 97 273 KB
it
J Mm_’me" : B2 Proposed_RPC_Status Request_template... 9/13/201111:06 AM  Microsoft Excel 97... 2633 KB
usic
I (] Pictures I
B Videos

m

& Homegroup

™ Com puter
£, Local Disk (C:)

o MNew Volume (D:)

lTags: Add a tag

[ Save Thumbnail
= Hide Folders Tools - ’ Save ] ’ Cancel ]
7 Action: Select Save.
8 Action: The following Microsoft Excel — Compatibility Checker will be displayed to

the user. Select Continue.

Figure 104: Steps to convert 'xIlsm' to 'xls’

e S |

The following features in this workbook are not supported by earlier
versions of Excel, These features may be lost or degraded when you save '
o this workbook in the currently selected file format. Click Continue to save
the workbook anyway. To keep all of your features, didk Cancel and then
save the file in one of the new file formats.

Microsoft Excel -

1
Surnmary QOcourrences
Significant loss of functionality @ =

One or more cells in this workbook contain data 1 ﬂ

validation rules which refer to values on other '

worksheets, These data validation rules will not be Find  Help

saved, Excel 97-2003

Location: 'sCC"'

One or more cells in thic warkhonk contain data ) S

Chedk compatibility when saving this workbook,

[ Copy to New Sheet Continue ] [ Cancel
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A new copy of RPC Submission Spreadsheet will be created in the ‘xIs’ format. A
copy of RPC Submission Spreadsheet in ‘xlsm’ format will also be available to the
users.

Figure 105: Steps to convert 'xlsm' to 'xIs'
T e T i — -

(< o

Libraries » Documents » ERPT »

Organize v

»{ Favorites
4 Libraries
0% Homegroup
1% Computer

cﬁ Network

10

Share with v Burn New folder

Documents library
ERPT

.. ERPT Prod
B EDV Validation Spreadsheet - Copy.xls
EEDV Validation Spreadsheet.xlsx
] Import File REINSTMT xlsm
P—.!l_] Proposed_RPC_Status_Request_template.xls
'@ Regional_Office_Approval_Letter_Examplel.pdf
'@ Regional_Office_Approval_Letter_Example2.pdf

ERPC Submission Spreadsheet.xls
H%]RPC Submission Spreadsheet.xlsm

'@RPC Supporting Documentationl.pdf
'@RPC Supporting Documentation2.pdf
'@RPC Supporting Documentation3.pdf
'@RPC Supporting Documentationd.pdf
'E.’]RPC Supperting Documentation5.pdf
@Scanned_document_03-02-2012_15-14-03'pdf
ﬁgSubmission_Cover_Letter.pdf

To check the document extension, navigate to the document location and check the
complete file name. The last four characters in the file name should be ‘.xIs’ as
shown below.
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T

Figure 106: Steps to convert 'xlsm' to 'xIs'

r—

il -

®| . b Libraries » Documents » ERPT »

Organize « Share with «

- Favorites
. Libraries
#% Homegroup
1% Computer

'F! Metwork

Mew folder

Documents library
ERPT

J ERPT Prod
& EDY Validation Spreadsheet - Copy.xls
=] EDY Validation Spreadsheet.xlsx
E]Import File REINSTMT xlsm
E‘_l] Proposed_RPC_Status Request_templatexls
'E]Regional_Of‘fice_ApprmraI_Letter_ExampIe‘L.pdf
'E]Regional_Of‘fice_ApprmraI_Letter_ExampIeE.pdf
E:IRO Approval Letter,pdf
ERPC Submission SpreadsheE
@RPC Submission Spreadsheetadsm
'@RF‘C Supporting Documentation. pdf
'@RF‘C Supporting Documentationl. pdf
'E]RF'C Supporting Documentation2. pdf
'E]RF'C Supporting Documentation3.pdf
EIIRPC Supporting Docurmentationd. pdf
'EE]RPC Supporting Docurmentation5.pdf
'@Scanned_dacument_ﬂB-UE-2012_15-14-03.pdf
'@Suhmission_Cwer_Letter.pdf

Note: This document is ready to be uploaded via the eRPT application for your Submission
Package. Please make sure to follow the steps provided in the above section to convert all
xIsm’ documents. If the documents are not converted using other steps there is a tendency for
the documents to get corrupted and the user will not be able to upload the documents via the

eRPT application

11 If the documents are corrupted during conversion the user will receive the following
error message during upload:
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Figure 107: Steps to convert 'xlsm' to 'xls’

Note: This conversion should not modify any information that has already been added in your
RPC Submission Spreadsheet. If you experience any issues, please contact the MAPD Help
Desk at mapdhelp@cms.hhs.gov or 1-800-927-8069.

5. Troubleshooting & Support

Reference the below information should an error occur during usage of the eRPT
system.

5.1 Error Messages

Based on the error message the user should contact the MAPD Help Desk. The user will need
to create a ticket with the Help Desk. The user will need to provide the following information
when reporting an issue,

e Error Message
e Package ID
e Steps followed to create the issue

5.2 Special Considerations
None
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5.3 Support Points of Contact

Table 3: Support Point of Contact

Organiza

Contact :
tion

Phone Responsibility

MAPD Help Desk can be contacted
to report following issues:

1 Unable to Create a package

2 Unable to Update a package

3 Unable to upload documents on a
package.

4 Unable to find a package.

5 Unable to a find a response

document (FDR, Error Report

etc).

Unable to find an approval letter.

Unable to search for response

documents and approval letter.

Mggg)esk CMS éb%%o_%?_ mapdhelp@cms.hhs.gov | Help desk support 8 Unable to view rejection notes.

9 Unable to download documents
from the package.

10 Unable to delete documents on a
package.

11 Unable to a delete a package.

12 Unable to find a review package /
the user has not received a
notification for EDV.

13 Unable to upload documents on a
review package.

14 Unable to determine the status of
the package.

15 Reopen a Review Package.

16 Unable to access
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Contact Suoules [ Responsibility

notifications/actions.

RPC Client Services can be
contacted to report following issues:

1 The package is closed and it is

RPC Reed and _ _ missing _FDR or Error Report for
Client Associate | 402-315-3660 c!lentserwces@reedasso RPC Help Desk transactions.
Services |s Clatescpas.com Support 2 Need explanation on FDR

Disposition Code.

3 Not sure on what the Category
Code selection should be for a
Package.
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5.4 User Access

Appendix A

Table 4: Submission Package

User Group

Create

View

Update

Delete
(Soft)

Search

Add
Documents

Comments

1 The Plans

*X

*X

*X

*X

*X

All Plan users having an IACS will have access to create a
Package. Only a Package Creator will be able to Read,
Update, Delete and Search a Package.

Limited View Access - A Plan user can only view
the submission Packages that were created by the
Plan User.

Limited Update access - The Plan user can update
only a draft submission Package that was created
by the Plan User.

Limited Delete access - The Plan user can delete
only a draft submission Package that was created
by the respective Plan user.

Limited Search access - The Plan user can only
search for a Package that was created the Plan
user.

* Limited Add/Upload documents - The Plan user
can Add/Upload documents to a submission
Package that was created by the Plan user.

Note: Asterisk means the user will have limited access to
the functionality.

2. | Plan Package
Creator

Package Creator will be able to Read, Update, Delete, and
Search and add documents to a Package.

View Access - A Plan user can only view the
submission Packages that were created by the Plan
User.
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User Group

Create | View

Update

Delete
(Soft)

Search

Add

Documents

Comments

Note: Asterisk means the user will have limited access to
the functionality.

Update access - The Plan user can update only a
draft submission Package that was created by the
Plan User.

Limited Delete access - The Plan user can delete
only a draft submission Package that was created
by the Plan user.

Search access - The Plan user can only search for
a Package that was created by the Plan user.
Add/Upload documents - The Plan user can
Add/Upload documents to a Draft Submission
Package that was created by the Plan user.

Table 5: EDV Review Packages

User Group

Create

View

Update

Delete
(Soft)

Search

Add/Upload
Documents

Comments

The Plans

*X

*X

*X

Users restricted by Contract #.

All Plan users having an IACS/EUA ID will have access to
upload documents for their respective Contract EDV/PayVal
Review.

e Limited Update access - The Plan user belonging to the
contract will be able to mark the Package as complete.

e Limited View Access - A Plan user can only view
Packages belonging to their contracts.
e Limited Add/Upload documents - A Plan user can
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Add/Upload
User Group Create View Update | Delete Search | Documents Comments
(Soft)
Add/Upload only response documents to a review
Packages that were submitted to them.
Note: Asterisk means the user will have limited access to the
functionality.
Table 6: Transaction Inquiry Package
Add/Upload
User Group Create View Update | Delete Search | Documents Comments
(Soft)
The Plans X *X *X *X *X *X All Plan users having an IACS will have access to create a
Package. Only a Package Creator will be able to Read, Update,
Delete and Search a Package.
e Create Access — A Plan user has complete access to
create a package.
e Limited Read Access - A Plan user can only view the
transaction inquiry Package that was created by that
Plan user.
e Limited Update access - The Plan user can update only
a draft transaction inquiry Package that was created by
that Plan user.
e Limited Delete access - The Plan user can delete only
a draft transaction inquiry Package that was created by
that Plan user.
e *Limited Search - The Plan user can only search for a
Package that was created by the Plan user
e *Limited Add/Upload documents - The Plan user can
Add/Upload documents to a transaction inquiry
Package that was created by that Plan user.
Note: Asterisk means the user will have limited access to the
functionality.
Package Creator X X X *X X X Package Creator will be able to Read, Update, Delete, and
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User Group

Create

View

Update

Delete
(Soft)

Search

Add/Upload
Documents

Comments

Search and add documents to a Package.

View Access - A Plan user can only view the
submission Packages that were created by the Plan
User.

Update access - The Plan user can update only a draft
submission Package that was created by the Plan
User.

Limited Delete access - The Plan user can delete only
a draft submission Package that was created by the
Plan user.

Search access - The Plan user can only search for a
Package that was created by the Plan user.
Add/Upload documents - The Plan user can
Add/Upload documents to a Draft Submission Package
that was created by the Plan user.

Note: Asterisk means the user will have limited access to the
functionality.
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A Package can be tracked in the eRPT application by referring to the status of the Package. The following are the status values and
descriptions of the statuses that are supported in the eRPT application.

Note: The status value on a Package is dependent on the Package Type and Package Category.

Table 7: Package Status & Description

Draft When a Package is created but not yet submitted to the eRPT
application.
Pending RO Approval When a Package is submitted by the Plan Users but waiting for

the RO Approval Letter from the Regional Office Account
Manager. This status is applicable only for Category 3

-> Submission Package

Open When a submission Package is submitted to eRPT and ready for
the RPC to download or when a review Package is uploaded for
a Plan User to respond.

Completed When a review Package is submitted by the Plan User with all
the response documents.

Downloading When the RPC is downloading the Package.
In Process When the RPC is processing the Package.
Closed When the processing of a retroactive submission Package has

been completed by the RPC.
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The following table lists the selections that will be available for users under Submission Documents and Response Documents tab:

Plan User

Appendix C

Table 8: Document Selection

Submission Package - Category
2

Package Documents

Final Disposition Reports
Error Reports

Submission Package - Category
3

Package Documents

Regional Office Approval Letter

Final Disposition Reports

Error Reports

Submission Package — CTM

Package Documents

Final Disposition Reports
Error Reports

Submission Package —
Payment Validation

Package Documents

Final Disposition Reports

Error Reports

Submission Package - Special

Package Documents

Final Disposition Reports
Error Reports

Submission Package -
Resubmission

Package Documents

Final Disposition Reports

Error Reports

Transaction Inquiry Package

Package Documents

Package Documents

Review Package

Package Documents

Package Documents
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Following table lists the documents that are required and can be submitted during Package creation and submission:

Note: Please refer to the RPC SOP on the website regarding the supporting documentation

Table 9: Required Documents for Package Submission

Submission Package - Category 2

Cover Letter (PDF File)
Spreadsheet (xlIs or xIsx File)

Supporting Documentations (PDF(s)
File(s))

RPC Cover Letter
RPC Submission Spreadsheet

RPC Supporting
Documentation

Submission Package - Category 3

Cover Letter (PDF File)
Spreadsheet (xlIs or xIsx File)

Supporting Documentations (PDF(s)
File(s))

RPC Cover Letter
RPC Submission Spreadsheet

RPC Supporting
Documentation

Submission Package - CTM

Cover Letter (PDF File)
Spreadsheet (xlIs or xIsx File)

Supporting Documentations (PDF(s)
File(s))

RPC Cover Letter
RPC Submission Spreadsheet

RPC Supporting
Documentation

Submission Package — Payment
Validation

Cover Letter (PDF File)
Spreadsheet (xIs or xIsx File)

Supporting Documentations (PDF(s)
File(s))

RPC Cover Letter
RPC Submission Spreadsheet

RPC Supporting
Documentation

Submission Package -

Cover Letter (PDF File)

RPC Cover Letter
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Resubmission e Spreadsheet (xIs or xIsx File) e RPC Submission Spreadsheet
e Supporting Documentations (PDF(s) e RPC Supporting
File(s)) Documentation
Submission Package - Special e Cover Letter (PDF File) e RPC Cover Letter
e Spreadsheet (xIs or xlIsx File) e RPC Submission Spreadsheet
e Supporting Documentations (PDF(s) e RPC Supporting
File(s)) Documentation

Note: Uploading documents to Special —
Submission Package is optional

Transaction Inquiry Package ¢ Inquiry Request Form (xls or xIsx File) e RPC Transaction Inquiry
Request
Review Package e Supporting Documentations (PDF(s) e RPC Supporting
File(s)) Documentation
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Acronyms

Table 10: Acronyms

Acronym ‘ Literal Translation

RO AM CMS Regional Office Account Manager

CMS Centers for Medicare & Medicaid Services

EDV Enroliment Data Validation

eRPT Electronic Retroactive Processing Transmission
FDR Final Disposition Report

IACS Individual Authorized Access to CMS Computer Services
MA Medicare Advantage

PAYVAL Payment Validation

PDP Prescription Drug Plan

RPC Retroactive Processing Contractor

SOP Standard Operating Procedure
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Glossary

Table 11: Glossary

Term ‘ Definition

Contract ID A unique five-character alphanumeric identifier
assigned by CMS's Health Plan Management System
(HPMS) and Medicare Drug and Health Plan Contract
Administration Group (MCAG) to qualifying
organizations approved to offer Medicare Advantage
health and cost plans. Medicare Advantage contract
numbers are prefixed with the following alphabetic
characters identifying the type of product offered or the
type of organization approved to offer a particular
health care plan and are followed by 4-digits:

H or 9 = Local Managed Care Contractors
R = Regional Managed Care Contractors
S = Medicare Prescription Drug Plans

F = Fallback Plans

E= Employer Sponsored MA/MAPD Plans.

For example, Hnnnn where nnnn=the assigned 4-digit
number.

Error Reports A list identifying specific transaction requests within the
RPC Submission Spreadsheet submitted by a MA,
MAPD and PDP sponsoring organizations which were
unable to be imported into the RPC system. The report
is returned to the submitter for correction and
resubmission to the RPC.
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Term ‘ Definition

Final Disposition Report A report indicating the CMS processing status of each
transaction request that was previously submitted on
the RPC Submission Spreadsheet and successfully
imported into the RPC system for processing.

A report indicating the CMS processing status for RPC
initiated transactions. These submissions are a result of
RPC'’s inability to process due to CMS system errors;
corrective actions performed by the RPC; or an action
directed by a CMS Regional or Central Office user. The
transactions on these reports may have originated from
multiple package submissions and may be a follow-up
response to the Plan’s initial RPC Submission
Spreadsheet.

Follow-on Final Disposition
Report

Medicare Advantage Prescription Drug System, the
name for the current application that processes
enroliment and Plan payments for Medicare Advantage
and Part D etc.

MARX

Actions A system message triggered by a workflow or
processing event that is displayed to the user within the
eRPT application. The message typically instructs the
user to take some form of action or informs the user
that a specific processing event has occurred.

Parent Organization The main corporate or non-subsidiary name of the
organization offering a Plan, including a Part C and/or D
Plan.

The Plans Consist of Plan Sponsors or a desighated submitting
organization.
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Term ‘ Definition

Response Documents The Documents that are added to the Package by the
RPC user.

Retroactive Processing The CMS contractor responsible for processing

Contractor (RPC) retroactive beneficiary enrollment/disenrollment change

requests submitted by Plan Sponsors.

Review Package The Enroliment Data Validation (EDV) review process
performed by the RPC consists of a monthly sample
review of enrollment related transactions submitted to
CMS. All organizations that submit activity via the
MARXx Ul, or batch-submitted actions will be selected for
review. The RPC will request supporting
documentation for the transactions selected within the
monthly EDV sample set. The monthly sample review
will be for the previous month's activity in MARX
reported on each organization's Transaction Reply
Report (TRR). Upon receipt of the documentation, the
RPC shall review the documentation submitted for the
sampled transactions to verify the documentation
provided by the organization supports the transaction
submitted to CMS.

The RPC will report all EDV findings to the appropriate
CMS Regional Office (RO) Account Manager (AM) for
final review and to address any follow-up needed on
negative findings.

Scenario A scenario is a sequence of steps taken to complete a
user requirement, similar to a use case.

These are the documents that are added to the

Submission Documents Package during creation of a Submission Package.
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Term ‘ Definition

o Retroactive enrollment-related transactions submitted
Submission Package by a Plan to RPC such as Enroliments, Disenroliments,
Reinstatements, LIS Deeming Updates, Medicaids, and
SCC changes. Submissions are further classified by
the following types:

1. Category 2 - Timely retroactive enroliment
transactions (including Payment Validation Adjustments
and Caseworker Approved CTM Cases) that may be
submitted to the RPC without additional RO approval.
Please refer RPC’s SOP on their website for the types
of retroactive transactions that do not require RO
Approval.

2. Category 3 - Untimely (i.e. current calendar month
minus 3 months or more) or other (Special Cat 2 Cases,
Guidance waivers, Documentation waivers and any
other exceptions) retroactive transactions that may be
submitted to the RPC requiring RO approval prior to
submission. Please refer RPC’s SOP on their website
for the types of retroactive transactions that require RO
Approval.

3. Compliant Tracking Module (CTM) - A retroactive
request submitted by a Plan in order to address a
complaint filed by a Medicare beneficiary or their
caregiver via the Health Plan Management System
Complaint Tracking Module (HPMS CTM).

4. Payment Validation (PayVal) - The Retroactive
Processing Contractor (RPC) monthly review of a set of
sample payments which consists of randomly selected
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Term ‘ Definition

transactions submitted directly to CMS through MARX
post MARx R&M release. Upon receipt of the
documentation, the RPC shall review the
documentation submitted for the sampled transactions
to verify the documentation provided by the
organization supports the transaction submitted to
CMS.

5. Resubmission - Timely retroactive enrollment
transactions (including Payment Validation Adjustments
and Caseworker Approved CTM Cases) that have been
previously submitted but not processed as requested by
(NPAR) by the RPC and do not require additional RO
approval for processing.

6. Special - A customized user Package submitted by
the CMS Central Office Staff or Plan Users (with CMS
approval) to RPC.

An organization with the authorized capability of
submitting Packages/inquires to eRPT.

A request submitted by a Plan Sponsor to the
Retroactive Processing Contractor (RPC) requesting
the processing status of previously submitted
retroactive transactions.

Submitting Organization

Transaction Inquiry Package

User Interface The mechanism by which the user will view, search,
create, delete and update Packages and documents in
the eRPT application
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